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EDUCATIONAL PROGRAM POLICY

Research accentuates that high quality programs significantly influences children and young people’s
growth and development. We have the opportunity to construct a supportive learning environment and
program, with inspirations from the children, young people and families. This contribution can encourage
children to feel a sense of control over their actions, interactions, to explore, be curious and test out their

understanding of themselves others and the world around them.

NATIONAL QUALITY STANDARD (NQS)

QUALITY AREA 1: EDUCATIONAL PROGRAM AND PRACTICE

The educational program enhances each child’s learning and

11 Program development.

Curriculum decision making contributes to each child’s learning and

Approved ) . . . . ,
111 | learnin development outcomes in relation to their identity, connection with
o & community, wellbeing, and confidence as learners and effectiveness as
framework

communicators.

Each child’s current knowledge, strengths, ideas, culture, abilities and

1.1.2 | Child-centred interests are the foundation of the program.

113 Program learning | All aspects of the program, including routines, are organised in ways that

opportunities maximise opportunities for each child’s learning.
1.2 Practice Educators facilitate and extend each child’s learning and development.
121 Intentional Educators are deliberate, purposeful, and thoughtful in their decisions
o teaching and actions.
Responsive ) , . ,
P . I Educators respond to children’s ideas and play and extend children’s
1.2.2 | teaching and . ) ) .
- learning through open-ended questions, interactions and feedback.
scaffolding
123 Child directed Each child's agency is promoted, enabling them to make choices and
o learning decisions that influence events and their world.
13 Assessment and | Educators and co-ordinators take a planned and reflective approach to

planning implementing the program for each child.

Each child’s learning and development is assessed or evaluated as part
Assessment and . . . . .
1.3.1 lanning cvele of an ongoing cycle of observation, analysing learning, documentation,
P gcy planning, implementation and reflection.

Critical reflection on children’s learning and development, both as

1.3.2 | Critical reflection | . . . , . . .
individuals and in groups, drives program planning and implementation.
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133 AL els Families are informed about the program and their child's progress.

families

QUALITY AREA 7: GOVERNANCE AND LEADERSHIP

Educational The educational leader is supported and leads the development of the

7.2.2 . ) .
leadership educational program and assessment and planning cycle

EDUCATION AND CARE SERVICES NATIONAL LAW AND REGULATIONS

Sec.168 | Offence relating to required programs

73 Educational programs

74 Documenting of child assessments or evaluations for delivery of educational program
75 Information about educational program to be kept available

76 Information about educational program to be given to parents

118 Educational leader

148 Educational leader

168 Education and care services must have policies and procedures

170 Policies and procedures are to be followed

274A | NSW- Programs for children over preschool age

RELATED POLICIES

Family Communication Policy

Interactions with Children, Family and Staff Policy
Multi-Cultural Policy

Photograph Policy

Physical Activity Policy

Privacy and Confidentiality Policy

Professional Development Policy

Respect for Children Policy

Supervision Policy

Additional Needs Policy
Behaviour Guidance Policy
Celebrations Policy

Code of Conduct Policy
Cyber Safety Policy
Excursion Policy

PURPOSE
School age education and care programs are acknowledged in the National Quality Framework (NQF) as
distinct from early childhood programs. Programs in school age education and care supplement

children’s formal schooling. The program supports each child and young person’s continuity of learning
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by providing opportunities for active learning, social development and wellbeing and recreational or

leisure activities. (ACECQA, 2023).

SCOPE

This policy applies to children, families, staff approved provider, nominated supervisor, students,

volunteers, visitors and management of the Service.

IMPLEMENTATION

Under the Education and Care Services National Law and National Regulations, approved Out of School
Hours Care (OSHC) services are required to base their educational program on an approved learning
framework. The national approved learning framework which outlines practices that support and

promote children’s learning is My Time, Our Place- Framework for School Age Care in Australia.V2.0,

2022

In school age education and care services, “the program has different formats depending on whether it is
wrapping around the school day or vacation periods. The program is a group of experiences that underpin
the achievement of the Outcomes”. (MTOP, V2. p.68). Planning for learning is a continuous cycle that

involves: planning, implementation, critical reflection, assessment and evaluation.

THE APPROVED PROVIDER WILL ENSURE:

e obligations under the Education and Care Services National Law and National Regulations are met

e ensure educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy

e the education leader selected is supported to lead the development, implementation and review of
the educational program and assessment and planning cycle within the OSHC Service

e the educational leader has the skills, knowledge and attributes to mentor and work collaboratively
with the nominated supervisor and educators, fostering a shared responsibility and professional
accountability of children and young people’s learning, development and wellbeing

e to support educator’s understanding of educational programming and practices for school aged
children

e the staff record includes the name of the person designated as the educational leader

e the educational leader accepts the position of Educational Leader in writing (Reg. 118)

e evidence about the development of the educational program for a child over preschool age is

documented
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e documentation and individual child assessments are collected for children preschool age or under

who attend OSHC service aligned with the EYLF or relevant approved learning framework.

THE EDUCATIONAL LEADER WILL:

e implement the Assessment and Planning Cycle that takes into account the unique nature of school
age care as the ‘ongoing process... to design programs that enhance and extend each child’s learning
and development’ (MTOP. V2.0, p.131)

e base the educational program on an approved learning framework and deliver the program in
accordance with the framework (outcomes, practices and principles)

e ensure the program is evidence based, age-appropriate and supports and extends the developmental
needs, interests and experiences of each child

e ensure the program contributes to the five learning outcomes for each child

e collaborate with the nominated supervisor and educators to ensure they plan experiences and
activities based on individual and group goals that maximise opportunities to extend emerging
strengths, abilities and interests for each child and young person

e ensure all educators work as a team in preparing and/or implementing the curriculum based on the
Service’s philosophy

e gather information from families upon enrolment regarding the child’s needs, interest and family
backgrounds

e document family input with the educational program to strengthen connections and partnerships

e ensure all children and young people have the access to a quality and inclusive educational program
that celebrates and makes visible children’s diversity (EYLF, V2.0)

e ensure the program is inclusive of all children and young people

e be consistently aware of and responsive to children and young people who may require additional
support, assistance or attention, noticing and listening carefully to children’s concerns and discussing
diverse perspectives on issues of inclusion and exclusion and fair and unfair behaviour

e develop collaborative relationships with families to achieve quality outcomes for all children and
young people

e display cultural responsiveness by learning about multiple perspectives and diversity such as
Aboriginal and Torres Strait Islander peoples, ethnic, cultural, linguistic, family and individual’s
diversity

e ensure the educational program is displayed in a place that is accessible to families

e ensure information regarding the content and operation of the education program is provided to

families if requested (Reg. 76)
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e provide information regarding the child or young person’s participation within the program when
requested by families (Reg. 76)

e ensure a copy of the program is available at all times (Reg. 75)

e ensure documentation related to the development of the education program are recorded (Reg. 74)

e consider the period a child or young person is being educated and cared for by the service when

preparing documentation

NOMINATED SUPERVISOR/EDUCATORS WILL:

e collaborate with children and young people to influence the development of the program in response
to their own strengths, ideas, abilities and interests

e plan a contextual program that actively promotes or initiates the investigation of ideas, complex
concepts and thinking, reasoning and hypothesizing the supports in learning, development and
wellbeing of each child and young person

e use the learning outcomes to guide the planning for children and young people’s learning

e provide play and leisure opportunities that are meaningful to children and support their wellbeing,
learning and development

e assess and analyse play, leisure, learning and participation in a variety of ways

e document children’s wellbeing and learning, utilising contemporary theories and research concerning
children’s play, leisure, and learning, and make this visible to children, educators and families

e include children and young people in the assessment process by encouraging them to select
strategies to document their own learning

e ensure each child and young person is acknowledged for their uniqueness in a positive way

e provide unstructured experiences that take into account that school age children have had a
structured and busy day at school

e ensure the curriculum reflects diversity and reflects the values and beliefs of children and families

o take responsibility to be culturally responsive

e provide experiences that actively promote and initiate the investigation of ideas, exploration,
prediction, and hypothesizing

e support the development of dispositions such as confidence, curiosity, persistence, imagination, and
creativity

e beintentional in the roles they take in children’s play and leisure and the way they intentionally plan
the environment and curriculum experiences

¢ make use of spontaneous ‘teachable moments’ to extend learning

¢ further extend critical thinking skills and problem-solving skills through provocations
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e plan realistic curriculum goals for children considering the period of time the child is being educated
and cared for by the service

e ensure documentation and evaluations are readily understood by parents

The program will provide a variety of developmentally appropriate experiences and materials that are
selected to achieve the following goals:

e Foster positive self-concept

e Foster high-level thinking skills

e Develop social skills

e Encourage children and young people to reason, question and experiment
e Support language development

e Enhance physical development and skills

e Foster independence and initiative

e Encourage and demonstrate sound health, safety and nutritional practices
e Encourage creative expression

e Respect cultural diversity of staff, children and young people

e Respect gender diversity

e Develop understandings of environmental, social and economic sustainability

DOCUMENTATION REQUIREMENTS

From July 1 2023 services that educate and care for school age children in SA, TAS, VIC, NT, NSW and QLD
are not required to keep documentation of individual evaluations of school age children.

Decisions will be made about how much to document is based on our unique context, the age of children

attending, attendance patterns and how the documentation is used by educators and families.

Documentation will demonstrate children and young people:

e Showing themselves as active participants and decision makers

e Engaged in their skills, development and programs

e Providing feedback that has resulted in a decision to continue or extend on an aspect of the program
e Providing work samples such as drawings, reflections, or photographs of their thoughts and ideas

about the program and their learnings.

Documentation will also demonstrate educator’s reflections on their own practice and interpreting the

feelings, thoughts and ideas of children families and colleagues.
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Services must ensure that evidence about the development of the program is documented.

Documentation will provide evidence about the development and reflection of the program.

EXAMPLES OF DOCUMENTATION USED BY EDUCATORS MAY INCLUDE:
e Learning stories or narratives

e photographs with captions

* observations or reviews

e journals

e mind maps and surveys

PHYSICAL ACTIVITY
Our Physical Activity Policy provides further details to support school age children’s physical activity and
development of their gross and fine motor skills through a range of spontaneous and intentionally

planned active play experiences that are both child initiated and educator led.

CHILDCARE CENTRE DESKTOP - RELATED RESOURCES

Assessment and Planning Cycle Guide and Assessment and Planning Cycle Audit
Procedure Management Programming Audit
Educational Program and Practice Procedure Observation Record

CONTINUOUS IMPROVEMENT/REFLECTION
The Educational Program Policy will be reviewed on an annual basis in conjunction with children, families,

staff, educators and management.

SOURCES

Australian Children’s Education & Care Authority (2023) Documenting Programs for School Age Services
Australian Children’s Education & Care Quality Authority. (2023). Guide to the National Quality Framework.
Australian Government Department of Education (2022). My Time, Our Place- Framework for School Age Care in
Australia. V2.0

Australian Government Department of Education (2022). Information sheet- My Time, Our Place. Cultural
Responsiveness

Early Childhood Australia Code of Ethics. (2016)

Education and Care Services National Law Act 2010. (Amended 2023).

Education and Care Services National Regulations. (Amended 2023).

NSW Government. Department of Health. Eat Smart Play Smart. A manual for out of school hours care. (2016)

REVIEW
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POLICY REVIEWED BY

POLICY REVIEWED January 2025 NEXT REVIEW DATE January 2026

VERSION NUMBER

MODIFICATIONS

NEXT REVIEW

POLICY REVIEWED PREVIOUS MODIFICATIONS DATE
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PHYSICAL ACTIVITY POLICY

Physical activity is vital for young children’s health, wellbeing and development and lays the

foundation for a healthy active life. All children and young people benefit from a mix of physical

activity, inactivity and sleep. Our Out of School Hours Care (OSHC) Service recognises the important

role educators and staff have in promoting children’s physical activity in appropriate ways ensuring

children’s comfort and wellbeing requirements are being met. We are committed to supporting the

Australian 24-Hour Movement Guidelines for children and young people (5 to 17 years)- An Integration

of Physical Activity, Sedentary Behaviour into our curriculum.

NATIONAL QUALITY STANDARD (NQS)

QUALITY AREA 1: EDUCATIONAL PROGRAM AND PRACTICE

The educational program enhances each child’s learning and

learning

1.1 P
rogram development.
1.2 Practice Educators facilitate and extend each child’s learning and development.
121 Intentional Educators are deliberate, purposeful, and thoughtful in their decisions
o teaching and actions.
123 Child directed Each child's agency is promoted, enabling them to make choices and

decisions that influence events and their world.

QUALITY AREA 2: CHILDREN’S HEALTH AND SAFETY

2.2 Safety Each child is protected.
. At all times, reasonable precautions and adequate supervision ensure
2.2.1 | Supervision .
children are protected from harm and hazard.
Management, educators and staff are aware of their roles and
2.2.3 | Child protection | responsibilities to identify and respond to every child at risk of abuse or

neglect.

QUALITY AREA 3: PHYSICAL ENVIRONMENT

environment

3.1.2 | Upkeep Furniture and equipment are safe, clean and well maintained.
37 Use The service environment is inclusive, promotes competence and
' supports exploration and play-based learning.
inclusive Outdoor and indoor spaces are organised and adapted support every
321 child’s participation and to engage every child in quality experiences in

both built and natural environments.
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Resources Resources, materials and equipment allow for multiple uses, are
3.2.2 | support play- sufficient in number, and enable every child to engage in play-based
based learning learning.

EDUCATION AND CARE SERVICES NATIONAL REGULATIONS

73 Educational Program
76 Information about educational program to be given to parents
86 Notification to parents of incident, injury, trauma and illness

103 Premises, furniture and equipment to be safe, clean and in good repair

113 Outdoor space—natural environment
115 Premises designed to facilitate supervision
155 Interactions with children

156 Relationships in groups

168 Education and care service must have policies and procedures

RELATED POLICIES

Additional Needs Policy Physical Environment Policy
Adventurous (Risky and Nature) Play Policy Privacy and Confidentiality Policy
Child Safe Environment Policy Professional Development Policy
Code of Conduct Policy Respect for Children Policy
Educational Program Policy Sun Safety Policy
Family Communication Policy Supervision Policy
Incident, Injury, Trauma and Iliness Policy Technology Policy

PURPOSE

Our Out of School Hours Care (OSHC) Service aims to promote children’s physical activity and
development of their gross and fine motor skills through a range of spontaneous and intentionally
planned active play experiences that are both child initiated and educator led. We aim to form
respectful partnerships with families and help them gain a deeper understanding of the benefits of

physical activity and wellbeing for children.

SCOPE

This policy applies to children, educators, approved provider, nominated supervisor, families, staff,
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students, volunteers and visitors of the OSHC Service.

IMPLEMENTATION

To promote healthy growth and development, young children should participate in a range of
developmentally appropriate, enjoyable and safe play-based and structured physical activities in a
variety of environments, both independently as well as interacting with adults and other children.
Developing fundamental and tactical movement skills provides children with the opportunity to
acquire and master a range of movement skills and dispositions to participate in a lifetime of physical

activity as confident, competent and creative movers.

Our OSHC Service will ensure key physical activity messages within the Eat Smart Play Smart program

for OOSH are embedded in the daily program supporting the 24-hour movement guidelines for

children and young people (5-17 years)

PHYSICAL ACTIVITY

OSHC Services need to support planned physical activity and child initiated free play.

‘Being physically active is good for children’s health, as well as being a great way for them to make
friends and develop physical and social skills. Physical activity strengthens children’s bones, muscles,
hearts and lungs and improves children’s coordination, balance, posture and flexibility.” Eat Smart, Play

Smart (2020).

THE APPROVED PROVIDER/ NOMINATED SUPERVISOR/ RESPONSIBLE PERSON WILL:

« ensure educators, staff, students, visitors and volunteers have knowledge of and adhere to this
policy

« ensure families are aware of this Physical Activity Policy

« ensure risk assessments are conducted to identify potential hazards, assess the risks and minimise
any risks that could potentially cause harm or injury to children

« ensure children are adequately supervised at all times

« ensure all educators and staff adhere to the Sun Safety Policy

« ensure playground surfaces and equipment meet Australian Standards and guidelines

« encourage educators to engage in critical reflection as a team and with the children about the

risks and benefits of new activities or processes

3 Lockhart Shire Council, Childcare Centre Desktop ©2024 — Physical Activity Policy


https://esps.androgogic.com.au/course/view.php?id=18
https://www.health.gov.au/health-topics/physical-activity-and-exercise/physical-activity-and-exercise-guidelines-for-all-australians/for-children-and-young-people-5-to-17-years
https://www.health.gov.au/health-topics/physical-activity-and-exercise/physical-activity-and-exercise-guidelines-for-all-australians/for-children-and-young-people-5-to-17-years

The RockOOSH

« provide opportunities for educators to engage in professional development about children’s
health and physical wellbeing, including the Australian 24-Hour Movement Guidelines and Eat
Smart, Play Smart training

« reflect on our OSHC Service’s physical environment, layout and design to ensure it is supporting
children’s active play, sedentary play and sleep and rest time

« consider the ways moveable and fixed equipment are utilised in the outdoor physical
environment to encourage physical activity and adventurous (risky) play

« communicate regularly with families about cultural practices for physical activity and sleep
requirements

« liaise with local Aboriginal and Torres Strait Islander communities to seek advice about traditional
children’s games and dances that would be appropriate for use in the service

« ensure equitable access is provided to support children with additional needs. Consult with other
health professional including the local Inclusion Support Agency to support children’s physical
development.

« promote physical activity and reduced screen time (e.g., watching TV, playing on computers or

small hand-held games devices) with families through fact sheets and newsletter articles.

EDUCATORS WILL:

« provide opportunities in the daily program for children to be active every day through a balance of
planned and spontaneous active play experiences that are both educator led and child initiated
(including everyday physical tasks), in the indoor and outdoor environments

« adhere to our Sun Safety Policy and ensure children have access to water before, during and after
any physical activity experience

« include children’s voices in the development of the physical environment to provide opportunities
for physical activity, risky play and creativity

« collaborate with families and other professionals to provide active play experiences for all
children inclusive of children with additional needs

« encourage children to be accepting and understanding of the different abilities of other children

« encourage children to engage in physical activity and challenge themselves

« seek to promote children’s physical activity by supporting the development of their gross motor
skills and fostering the emergence of their fundamental movement skills (FMS) through a range of
intentionally planned and spontaneous active play learning experiences

« provide positive instruction, role modelling, and advice to children as they develop and improve

their FMS
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« encourage children to try a range of activities including obstacle courses, balancing, kicking,
dancing and skipping, jumping, rolling, catching and throwing

« actively role model appropriate physical activity behaviours to children

« ensure active play experiences are play based, varied and creative

« ensure all equipment is developmentally appropriate and well maintained

« ensure that an appropriate balance between inactive and active time is maintained each day

« encourage productive sedentary experiences for rest and relaxation- reading, storytelling,
puzzles, singing

« limit experiences involving screen use to those which have an educational component or include
movement and gross motor activity

« discuss with children the role of screen time in their lives and support them in making appropriate
choices about their use of screen time for both education and recreation

« model appropriate screen behaviours and self-regulation to children

« ensure that under no circumstances screen-time is used as a reward or to manage challenging
behaviours

« adhere to the recommended timeframes for ‘screen time” according to Australia's Physical
Activity and Sedentary Behaviour Guidelines

« ensure documentation showcases physical activity experiences and opportunities with families

» participate in professional development to support children’s physical health and wellbeing.

IN RELATION TO FAMILIES OUR OSHC SERVICE WILL:

« ensure the Physical Activity Policy is available to be viewed and reflected upon

« provide information and ideas about physical activity to promote children’s physical health and
wellbeing

« encourage families to share information about cultural backgrounds in relation to physical
activity, language, traditional games and their child’s sleep requirements

« provide information about recommended screen time for children and support families to
understand the negative effects of exposure to digital technology before sleep time

« collaborate with families to ensure children with additional needs have equitable access and are

supported in all areas of the learning program.

THE AUSTRALIAN 24-HOUR MOVEMENT GUIDELINES-5 TO 17 YEARS

Being active every day has many social, emotional, intellectual and health benefits. All children and
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Young People (5 to 17 years) should get the right mix of physical activity, inactivity and sleep in each

24-hour period.

Physical activity

« Children and young people should spend 60 minutes or more of moderate to vigorous physical
activity per day involving mainly aerobic activities

« Activities may include- football, basketball, bike riding, scooter riding, swimming, dancing

« Provide opportunities for several hours of a variety of light physical activities

« Include activities that are vigorous, as well as those that strengthen muscle and bone at least 3
days per week

« activities such as — running, swinging on monkey bars, climbing, yoga, sit ups, push ups are good
muscle strengthening activities

« light physical activities throughout the day are encouraged- such as walking to school, playing
handball, helping around the house

Sedentary behaviour

« Screen time should be limited to no more than 2 hours per day

« Children should avoid sitting for long periods

Sleep

« 9-11 hours for children aged 5-13 years, with consistent sleep and wake up times

Source: Australian Government. Department of Health and Aged Care. Physical activity and exercise

guidelines for all Australians. For children and young people (5to 17 years). (2021)

CONTINUOUS IMPROVEMENT/REFLECTION

The Physical Activity Policy will be reviewed on an annual basis in conjunction with children, families,
staff, educators and management.

SOURCES

Australian Children’s Education & Care Quality Authority. (2023). Guide to the National Quality Framework.
Australian Government Department of Health. (2014). Australia’s Physical Activity and Sedentary Behaviour

Guidelines
Australian Government. Department of Health and Aged Care. (2021). Physical activity and exercise guidelines

for all Australians. For children and young people (5 to 17 years)

Early Childhood Australia Statement on young children and digital technologies. (2018).
Education and Care Services National Law Act 2010. (Amended 2023).

Education and Care Services National Regulations. (Amended 2023).

Fair Work Act 2009 (Cth).

NSW Government. Department of Education. (2020). Live Life Well @ School.

NSW Government Health. (2020). Eat Smart Play Smart.

NSW Government Health. Good for kids good for life
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VERSION NUMBER
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POLICY REVIEWED PREVIOUS MODIFICATIONS NEXT REVIEW DATE
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ACCEPTANCE AND REFUSAL AUTHORISATION POLICY

Under the Education and Care Services National Law and National Regulations, education and care
services are required to obtain written authorisation from parents/guardians for some circumstances, to
ensure that the health, safety, wellbeing, and best interests of the child are met and upheld. An
authorisation is given where a person who has legal responsibility for a child gives permission to another
person to do something or to make a decision on that person’s behalf. Authorisations are usually
authenticated by a signature- either in written form or as an electronic signature. All authorisations and

refusals are to be kept in the child’s enrolment record.

NATIONAL QUALITY STANDARD (NQS)

QUALITY AREA 2: CHILDREN’S HEALTH AND SAFETY

2.2 | Safety Each child is protected.

At all times, reasonable precautions and adequate supervision ensure

2.2.1 | Supervision children are protected from harm and hazard.

Incident and . o . .
Plans to effectively manage incidents and emergencies are developed in
2.2.2 | emergency . . o . .
consultation with relevant authorities, practiced and implemented.
management

Management, educators and staff are aware of their roles and
2.2.3 | Child Protection | responsibilities to identify and respond to every child at risk of abuse or
neglect.

EDUCATION AND CARE SERVICES NATIONAL LAW AND REGULATIONS

Sec. 165 | Offence to inadequately supervise children

Sec. 167 | Offence relating to protection of children from harm and hazards

Offence relating to requirement to keep enrolment and other

Sec. 175
documents

Sec. 167 | Offence relating to protection of children from harm and hazards

92 Medication record

93 Administration of medication

94 Exception to authorisation requirement- anaphylaxis or asthma emergency
99 Children leaving the education and care service

102 Authorisation for excursions
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102C Conduct a risk assessment for transporting children by the education and care service

102D Authorisation for service to transport children

157 Access for parents

160 Child enrolment records to be kept by approved provider

161 Authorisation to be kept in enrolment record

168 Education and care services must have policies and procedures
170 Policies and procedures must be followed

171 Policies and procedures to be kept available

172 Notification of change to policies and procedures

RELATED POLICIES

o ] ) ] ] Enrolment Policy
Administration of First Aid Policy ) ] ]
o ) o ) Excursion/Incursion Policy
Administration of Medication Policy .
i ) Governance Policy
Anaphylaxis Management Policy . , .
) Incident, Injury, Trauma and lliness Policy
Asthma Management Policy ] o )
) ) ] Medical Conditions Policy
Child Protection Policy . i
. i ) Nutrition Food Safety Policy
Child Safe Environment Policy . , N i
i Orientation of Families Policy
Cyber Safety Policy ] ) ]
i ) ) Record Keeping and Retention Policy
Delivery of Children to, and collection from ) ] ]
) ) i i Safe Arrival of Children Policy
Education and Care Service Premises Policy ) )
] i Safe Transportation Policy
Emergency and Evacuation Policy ,
Sun Safety Policy

Water Safety Policy

PURPOSE

Our priority is ensuring the health, safety and wellbeing of children. We aim to ensure that all educators,
staff, students and volunteers of the OSHC Service are consistent in how authorisations are managed and
what constitutes a correct authorisation and what does not, which consequently may lead to a refusal.
Our governance and quality management processes are effective and transparent and meet all

regulatory requirements.

Decisions around refusing an authorisation will be made on a case-by-case basis by the OSHC Service in

accordance with the nominated supervisor, Police, regulatory authority or other authorities.
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SCOPE

This policy applies to children, families, staff, educators, approved provider, nominated supervisor,

students, volunteers and visitors of the OSHC Service

IMPLEMENTATION

Our OSHC Service will ensure we comply with the current Education and Care Services National

Regulations, and have policies and procedures in place in relation to the acceptance and refusal of

authorisations which require parent or guardian written authorisation to be provided in matters

including:

e Administration of medication to children

e Self-administration of medication

e Administration of medical treatment, dental treatment, and general first aid treatment.

e Emergency Ambulance transportation

e Transportation- including regular outings and regular transportation

e Safe Arrival of children to the OSHC service

e Excursions

e Incursion attendance

e Taking of photographs by people other than educators

e Water based activities

e Enrolment of children, including providing details of persons nominated to authorise consent for
medical treatment, to collect children from the service, or trips outside the service premises

e Children leaving the premises in the care of someone other than a parent or guardian

e Children having access to the internet and/or an email account

THE APPROVED PROVIDER/NOMINATED SUPERVISOR WILL ENSURE THAT:

e obligations under the Education and Care Services National Law and National Regulations are met

e the Acceptance and Refusal Authorisation Policy is reviewed and maintained by the OSHC Service
management and adhered to at all times by educators and staff

e policies and procedures are readily accessible to nominated supervisors, educators and staff and
students and available for inspection

e all staff and educators follow the policies and procedures of our OSHC Service

e parent/guardians are provided with a copy of relevant policies for our OSHC Service or are aware of

how they can be accessed
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e anenrolment record is kept for each child that includes all authorisations signed by a parent or a
person authorised to
o toconsent to seek medical treatment from a registered medical practitioner, hospital or
ambulance service
o transportation by an ambulance service
o to authorise the education and care service to transport the child or arrange regular outings
for the child

e documentation relating to authorisations contains:

o the name of the child enrolled in the service

o date

o signature of the child’s parent/guardian and authorised nominee as named on the
enrolment form

e all staff understand circumstances that may lead to refusal of an authorisation

e theright of refusal is exercised if written or verbal authorisations do not comply with National
Regulations or Child Protection Legislation. If an authorisation is refused by the OSHC Service, it is
best practice to document:

©  the details of the authorisation

© why the authorisation was refused, and

© actions taken by the service. For example: if the service refused an authorised nominee
named in the child’s enrolment record to collect the child from the service as they were
under the influence of alcohol, the action taken to ensure that the child was collected
(Refer to Refusal of Authorisation Record)

e all parents/guardians have completed the authorised person's section of their child's enrolment form
including authorised nominees (refer to Enrolment Policy), and that the form is signed and dated
before the child commences at the OSHC Service

e attendance records are maintained for all children attending the OSHC Service

e awritten record of all visitors to the OSHC Service, including time of arrival and departure and
reasons for visit is documented [Best practice only not mandatory]

e educators/staff do not administer medication without the written authorisation of parent/guardian
or authorised nominee named in the enrolment record as authorised to consent to the medical
treatment of the child, except in the case of an emergency, including an asthma or anaphylaxis
emergency (refer to Administration of Medication Policy, Incident, Injury, Trauma and llIness Policy,
Emergency and Evacuation Policy, Asthma Management Policy, Anaphylaxis Management Policy,

Diabetes Management Policy, and Epilepsy Management Policy)
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e where a child requires medication to be administered by educators/staff, that an Administration of
Medication Record is completed, and authorisation provided by the parent/guardian or authorised
nominee and included with the child's record (Refer to Administration of Medication Policy)

e where a child over preschool age, and is authorised by the parent or guardian to self-administer
medication, this is recorded in the Administration of Medication Record

e when a child requires emergency medical treatment for conditions such as anaphylaxis or asthma
compliance for authorisation is waived. In accordance with National Regulations (R. 93) the OSHC
Service can administer medication in these circumstances without authorisation. If these situations
occur the approved provider will be required to contact the parent/guardian as soon as practicable
after the medication has been administered and emergency services. Notification to the Regulatory
Authority is required within 24 hours of a serious incident

e parents/guardians and the child’s health practitioner are consulted to determine the circumstances
that the child could self-administer their medication as per their ASCIA Action Plan for Anaphylaxis or
Asthma Foundation Action Plan for Asthma

e alocation to store self-administered medication is deterined by the OSHC service (asthma,
anaphylaxis or diabetes medication must be stored in an easily accessible location)

e educators and staff only allow a child to participate in regular outings and regular transportation with
the written authorisation of a parent/guardian or authorised nominee name in the child’s enrolment
record

e educators and staff allow a child to participate in excursions only when the written authorisation of a
parent/guardian or authorised nominee named in the child’s enrolment record is received and
documented (refer to Excursion Policy, Safe Transportation Policy and Safe Arrival of Children Policy)

e educators/staff allow a child to depart the OSHC Service only:

o with a person who is the parent/guardian or authorised nominee named in the child’s
enrolment record; or

o with a person authorised by a parent or authorised nominee; or

o inaccordance with the written authorisation of the parent; or authorised nominee; or

O onan excursion; or

o inthe case of a medical emergency or another emergency (Refer to Delivery of Children
to, and collection from Education and Care Service Premises Policy and Emergency
Evacuation Policy).

e there are procedures in place if an inappropriate person, or a person who does not appear to be fit

to take care of the child attempts to collect the child from the OSHC Service or poses a risk to the
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safety of children or staff (refer to Delivery of Children to, and collection from Education and Care
Service Premises Policy)

families are notified at least 14 days before changing the policy or procedures (Reg. 172).

EDUCATORS WILL:

6

follow the policies and procedures of the OSHC Service
ensure that written authorisation is provided by the parent or other person named in the child’s
enrolment record for a regular outing or regular transportation
ensure that parents/guardians sign and date permission/authorisation forms for excursions prior to
the excursion being implemented
allow a child to participate in an excursion only with the written authorisation of a parent/guardian or
authorised nominee
check that parents/guardians or an authorised nominee sign the attendance record as their child
arrives and departs from the OSHC Service
administer medication only with the written authorisation of a parent/guardian or authorised
nominee as per the Administration of Medication Record, except in the case of an emergency,
including asthma or anaphylaxis
allow a child over pre-school age to self-administer medication under the following circumstances:
o a parent or guardian provides written authorisation with consent on the child’s
enrolment form - administration of medication.
o medication is stored safely by an educator, who will provide it to the child when required
o supervision is provided by an educator whilst the child is self-administering.
o arecording is made in the medication record for the child that the medication has been
self-administered
allow a child to depart from the OSHC Service only:
o with the person who is a parent/guradian or authorised nominee named in the child’s
enrolment record; or
o aperson authorised by a parent or authorised nominee; or
o inaccordance with the written authorisation of the parent/guardian; or authorised
nominee; or
O 0onan excursion; or
o inthe case of a medical emergency or another emergency (Refer to Delivery of Children
to, and collection from Education and Care Service Premises Policy and Emergency

Evacuation Policy).
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e follow procedures if an inappropriate person attempts to collect a child from the OSHC Service and
poses a risk to the safety of the children and staff (for example, an intoxicated person). (Reg. 99)
e inform the approved provider when a written authorisation does not meet the requirements outlined

in OSHC Service’s policies.

FAMILIES WILL:

e read and comply with the policies and procedures of the OSHC Service

e complete and sign the authorised nominee section of their child's enrolment form before their child
commences at the Service

e ensure that changes to nominated authorised persons are provided to the OSHC Service in a timely
manner

e advise nominated authorised persons that they will require photo identification (such as a driver’s
licence) in order to collect their child from the OSHC Service

e sign and date permission forms for regular transportation and regular outings

e sign and date permission forms for excursions

e sign the attendance record as their child arrives and departs from the Service

e provide written authorisation on the Administration of Medication Form when their child requires
medication to be administered by educators/staff, including signing and dating it for inclusion in the
child's medication records

e provide a medical management plan and/or ASCIA Action Plan from their child’s health practitioner
regarding circumstances by which the child could self-administer their medication (e.g.: Asthma
inhaler)

e be familiar with circumstances where authorisations may be refused/not applicable.

REFUSAL OF AUTHORISATIONS

All authorisations which are incomplete or incorrectly recorded are to be returned to the parent or
guardian for required adjustments. Written or verbal authorisation may be refused if the authorisation
does not comply with National Regulations or Child Protection Legislation. The approved provider or
nominated supervisor will inform the parent or guardian the reason why the written or verbal

authorisation does not meet National Regulations or policy procedures.
The parent or guardian will be provided a copy of this Acceptance and Refusal of Authorisation Policy and

procedure. Either the Nominated Supervisor or approved provider will discuss an alternative

arrangement with the family following the refusal of authorisation. If an authorisation is refused by the
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Service, it is best practice to document details surrounding the refusal (See Refusal of Authorisation

Record).

Examples when an authorisation may be refused include:

e requests relating to dietary restrictions that are not related to medical reasons

e anauthorised person collecting the child appears to be under the influence of drugs or alcohol

e the authorisation breaches a parenting order

e the authorisation breaches a service policy (person under the age of 16 collecting a child)

e medication to be provided to a child is not in original container or prescribed to the child or other
breach of Administration of Medication Policy

e abreach of Excursion/Incursion Policy where the person providing consent for the excursion is not

listed as a parent/guardian or authorised nominee on the enrolment form

AUTHORISATION REQUIREMENTS

Authorisation documents are required for the following situations and must have details recorded as

specified:
¢ Name of the child
Administration of e Administration of Medication Record is signed by a parent or a person named
Medication in the child's enrolment record as authorised to consent to administration of

medication

e Authorisation is provided by a parent or guardian for the child to self-
administer medication as per their Action Plan

e Name of the medication to be administered

¢ Clearly indicate time and date medication was last administered

e (Clearly indicate the time and date the medication is to be administered

¢ Dosage of the medication to be administered

e Method of dosage (e.g.: oral or inhaled)

¢ Whether the medication is to be self-administered (asthma, diabetes)

e Period of authorisation (actual days and dates: from and to).

e Parent/Carer name and signature

e Date the authorisation is signed

e Medication must be in its original container and bearing the correct child’s
name

e Medication is not past its expiry or use-by date

e Medication is administered in accordance with any instructions attached to
the medication or provided by a registered medical practitioner

e Details of the administration must be recorded in the medication record

e Supervision is provided by an educator whilst a child is self-administering
medication

e Arecording is made in the medication record for the child that the medication
has been self-administered
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Medical treatment of
the child including
transportation by an
ambulance service

(Included and authorised
initially as part of the
child’s enrolment record):

Name of the child

Authorisation to seek medical treatment for the child from a registered
medical practitioner, hospital or ambulance service

Authorisation for the transportation of the child by an ambulance service
Name, address and telephone number of the child's registered medical
practitioner or medical service

Child's Medicare number

Name of the parent or guardian providing authorisation

Emergency Medical
Treatment

(included and authorised
initially as part of the
child’s enrolment record or
as updates during
enrolment):

The Service is able to seek emergency medical assistance for a child as
required (i.e. medical practitioner, ambulance or hospital) without seeking
further authorisation from a parent or guardian in the case of an emergency,
including for emergencies relating to medical conditions noted on the
enrolment form.

Collection of Children

(included and authorised
initially as part of the
child’s enrolment record or
as updated during
enrolment)

Name of the child

Name of the parent or the guardian of the child or the authorised nominee
on the enrolment form providing authorisation

Name of the person/s authorised by a parent or authorised nominee named
in the child's enrolment record to collect the child from the premises
Signature of the person providing authorisation and date of authorisation

Transportation

(other than as part of an
excursion)

If the transportation is ‘regular transportation’ the authorisation is only required to

be obtained once in a 12-month period. The authorisation must state:

name of the child

the reason the child is to be transported

if the authorisation is for regular transportation, a description of when the
child is to be transported and the date the child is to be transported

a description of the proposed pick-up location and destination

the means of transport

the period of time during which the child is to be transported

the anticipated number of children likely to be transported

the anticipated number of staff members and any other adults who will
accompany and supervise the children during the transportation

any requirements for seatbelts or safety restraints under a law of each
jurisdiction in which the children are being transported

that a risk assessment has been prepared and is available at the education and
care service
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e that written policies and procedures for transporting children are available at

the education and care service

The authorisation must state:

e name of the child

e date of the excursion

e reason for the excursion

e proposed destination for the excursion

e method of transport to be used

e route to be taken to and from the excursion

e any requirements for seatbelts or safety restraints

e period of time away from premise- include time leaving premise and time
returning to premise

e proposed activities to be undertaken by the child during the excursion

Excursions e anticipated number of children likely to be attending the excursion

e ratio of educators attending the excursion to the number of children attending
the excursion

e number of staff members and any other adults who will accompany and
supervise the children on the excursion (including parents, students,
volunteers)

e statement that a risk assessment has been prepared and is available at the
service

e name of the parent or guardian-providing authorisation

e relationship to the child

e signature of the person providing authorisation and date of authorisation

e details of any water hazards and risks associated with water-based activities
(to be included in risk assessment).

e items that should be taken on the excursion

A regular outing means a walk, drive or trip to and from a destination that the
service visits regularly as part of its educational program and where the
circumstances relevant to the risk assessment are the same on each outing.
Written authorisation only needs to be given once in a specified 12-month period
for a regular outing. (Reg. 102(5)). If the conditions of the regular outing change, a
new authorisation is required. The written authorisation must include:

] ¢ name of the child

Regular outing e adescription of when the child is to be taken on the regular outings

e adescription of the proposed destination

¢ method of transportation (including walking)

e anyrequirements for seatbelts or safety restraints

e proposed activities to be undertaken

e proposed time the child will be away from the premises

e anticipated ratio of educators to the anticipated number of children

e that a risk assessment has been prepared and is available at the OSHC service
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e All authorisation forms received (including the initial enrolment form) are to
be checked for completion

e All authorisations (excluding the initial enrolment form) are checked to ensure

Confirmation of that the authoriser (name and signature) is the nominated parent or guardian

Authorisation a person named on the enrolment form as having authority to authorise

e Ifincomplete or inappropriately signed, the authorisation form should be
returned to the parent or guardian for correction

e Children will be suspended from any activity requiring authorisation until the
appropriate form has been correctly completed and signed

CONTINUOUS IMPROVEMENT/REFLECTION

The Acceptance and Refusal Authorisation Policy will be reviewed on an annual basis in conjunction with

children, families, staff, educators and management.

CHILDCARE CENTRE DESKTOP - RELATED RESOURCES

Authorisation Form Enrolment Form Inclusions
Alternative Authorisation Form Refusal of Authorisation Procedure
Consent to Administer Refusal of Authorisation Register
Enrolment Form

SOURCES

Australian Children’s Education & Care Quality Authority. (2014).

ACECQA. (2021). Policy and procedure guidelines. Acceptance and refusal of authorisations.

Australian Children’s Education & Care Quality Authority. (2023). Guide to the National Quality Framework.

Cancer Council. Preventing cancer: Sun protections: https://www.cancer.org.au/preventing-cancer/sun-protection/
Early Childhood Australia Code of Ethics. (2016).

Education and Care Services National Law Act 2010. (Amended 2023).

Education and Care Services National Regulations. (2023).

Revised National Quality Standard. (2018).
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ADMINISTRATION OF FIRST AID POLICY

Under the Education and Care Services National Regulations the approved provider must ensure policies
and procedures are in place for the administration of first aid (Reg. 168) and take reasonable steps to
ensure policies and procedures are followed. First aid can save lives and prevent minor injuries or
ilinesses from becoming major. The ability to provide prompt basic first aid is particularly important in the
context of an out of school hours service where educators have a duty of care and obligation to assist

children who are injured, become ill, or require support with administration of medication.

NATIONAL QUALITY STANDARD (NQS)

QUALITY AREA 2: CHILDREN’S HEALTH AND SAFETY

Each child’s wellbeing and comfort is provided for, including
2.1.1 | Wellbeing and comfort appropriate opportunities to meet each child’s needs for
sleep, rest and relaxation.
1y Health practices and Effective illness anq injury management and hygiene practices
L procedures are promoted and implemented.
292 Safety Each child is protected.
. At all times, reasonable precautions and adequate supervision
2.2.1 | Supervision ensure children are protected from harm and hazard.
Plans to effectively manage incidents and emergencies are
299 Incident and emergency developed in consultation with relevant authorities, practiced
management and implemented.

EDUCATION AND CARE SERVICES NATIONAL LAW AND REGULATIONS

Sec.167 | Offence relating to protection of children from harm and hazards

12 Meaning of serious incident

85 Incident, injury, trauma and illness policies and procedures
86 Notification to parents of incident, injury, trauma and illness
87 Incident, injury, trauma and illness record

88 Infectious diseases

89 First aid kits

90 Medical conditions policy

92 Medication record

93 Administration of medication

94 Exception to authorisation requirement-anaphylaxis or asthma emergency
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97 Emergency and evacuation procedures

101 Conduct a risk assessment for excursions

102C Conduct a risk assessment for transporting of children by the education and care service

136 First aid qualifications

137 Approval of qualifications

161 Authorisations to be kept in enrolment record
162 Health information to be kept in enrolment record

(2)%a6)?iv) Education and care service must have policies and procedures
170 Policies and procedures to be followed
171 Policies and procedures to be kept available
175 Prescribed information to be notified to Regulatory Authority
176 Time to notify certain information to Regulatory Authority
183 Storage of records and other documents

RELATED POLICIES

Administration of Medication Policy Health and Safety Policy

Anaphylaxis Management Policy Incident, Injury, Trauma and lliness Policy

Asthma Management Policy Medical Conditions Policy

Child Safe Environment Policy Responsible Person Policy

Dealing with Infectious Diseases Policy Record Keeping and Retention Policy

Diabetes Management Policy Safe Transportation Policy

Emergency and Evacuation Policy Sun Safety Policy

Enrolment Policy Supervision Policy

Epilepsy Management Policy Water Safety Policy

Family Communication Policy Work Health and Safety Policy
PURPOSE

Our Out of School Hours Care (OSHC) Service has a duty of care to provide and protect the health and
safety of children, families, educators, and visitors of the Service. This policy aims to support educators
to:

e Preserve life

e Ensure the environment is safe and other people are not in danger of becoming ill or injured

e Ensure thatill orinjured persons are stabilised and comforted until medical assistance intervenes
e Relieve pain if possible

e Monitorill or injured persons and promote recovery

e Provide immediate and effective first aid to children or adults
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e Apply additional first aid if the condition does not improve
‘First aid can reduce the severity of an injury or illness and in extreme cases, could mean the difference

between life and death.” (Safe Work Australia).

SCOPE

This policy applies to children, families, staff, educators, approved provider, nominated supervisor,

students, volunteers and visitors of the OSHC Service.

IMPLEMENTATION

First aid is the emergency aid or treatment given to persons suffering iliness or injury following an
accident and prior to obtaining professional medical services if required. It includes emergency
treatment, maintenance of records, dressing of minor injuries, recognition and reporting of health
hazards, and participation in safety programs. Legislation that governs the operation of approved
children’s services is based on the health, safety and welfare of children, and requires that children are

protected from hazards and harm.

THE APPROVED PROVIDER/NOMINATED SUPERVISOR IS RESPONSIBLE FOR:

e ensuring obligations under the Education and Care Services National Law and National Regulations
are met

e ensuring educators, staff, students, visitors and volunteers have knowledge of and adhere to this
policy and procedure

e ensuring all new employees, students and volunteers are provided with a copy of this policy as part
of their induction process

e ensuring there is an induction process for all new staff, including casual and relief staff, that includes
providing information on the location of first aid kits and specific first aid requirements; individual
children’s allergies and individual children’s medical management plans

e ensuring families are aware of this Administration of First Aid Policy

e taking every reasonable precaution to protect children at the OSHC Service from harm and/or
hazards that can cause injury

e ensuring that the following qualified people are in attendance and immediately available in an
emergency at all times the service is providing education and care to children [Reg.136]

o atleast one educator, staff member or nominated supervisor who holds a current ACECQA

approved first aid qualifications
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o atleast one educator, staff member or nominated supervisor of the service who has
undertaken current approved anaphylaxis management training

o atleast one educator, staff member or nominated supervisor of the service who has
undertaken current approved emergency asthma management training

(One staff member may hold one or more of the three qualifications)

OR

if children are being educated and cared for at a service premises on the site of a school, one of the

following must be in attendance at the school site and be immediately available in an emergency [sub

regulation (1)]

o atleast one staff member of the school who holds a current approved first aid qualification

o atleast one staff member of the school who has undertaken current approved anaphylaxis
management training

o atleast one staff member of the school who has undertaken approved emergency asthma
management training

e ensuring staff maintain current ACECQA approved first aid qualification and ACECQA approved
anaphylaxis and asthma management training every 3 years and renew cardio-pulmonary
resuscitation every 12 months [best practice not mandatory]

o planning and reviewing the staff roster to ensure all first aid qualification requirements are met
at all times

e appointing a nominated first aid officer

e ensuring a risk assessment is conducted prior to an excursion, regular outing, or when providing
transportation to identify risks to health, safety, or wellbeing and specifying how these risks will be
managed and minimised (NB: risk assessment for a regular outing or regular transportation is
required at least annually) [Reg. 102B, 102D (4)]

e providing and maintaining an appropriate number of up-to-date, fully equipped first aid kits that
meet Australian Standards including transportable first-aid kits to be used on excursions and when
providing transportation [Reg. 89]

e monitoring the contents of all first aid kits and arrange replacement of stock, including when the use-
by date has been reached

e disposing of out-of-date materials and supplies appropriately

e ensuring safety signs showing the location of first aid kits are clearly displayed

e providing and maintaining a transportable first aid kit that can be taken to excursions and other

activities [Reg. 89]
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e ensuring that first aid training details are recorded and kept up to date on each staff member’s
record

e ensuring there is an induction process for all new staff, including casual and relief staff, that includes
providing information on the location of first aid kits and specific first aid requirements and individual
children’s allergies and individual medical management plans

e ensuring that families/parents are notified when practicable or within 24 hours if their child is
involved in an incident, injury, trauma or iliness at the Service and that details are recorded on the
Incident, Injury, Trauma and lliness Record

e ensuring the regulatory authority is notified within 24 hours if a child is involved in a serious incident,
injury, trauma or illness at the OSHC Service [Reg 12, 176]

e ensuring that staff members are offered support and debriefing subsequent to a serious incident
requiring the administration of first aid

e ensuring a resuscitation flow chart is displayed in a prominent position in the indoor and outdoor
environments of the OSHC Service [best practice not mandatory]

e keeping up to date with any changes in procedures for administration of first aid and ensuring that all
educators are informed of these changes

e ensuring parents/guardians provide written consent (via the enrolment record) for service staff to
administer first aid

e ensuring parents/guardians provide written consent for the approved provider, nominated
supervisor or educator to seek medical treatment for their child by a registered medical practitioner,

hospital or ambulance service and if required, transport the child to hospital [Reg 161(1)(a)]

EDUCATORS WILL:

e implement appropriate first aid procedure, when necessary, by adhering to the service’s
Administration of First Aid Procedure

e maintain current ACECQA approved first aid qualification, and qualifications in approved anaphylaxis
management and emergency asthma management as required [best practice- not mandatory]

e renew cardio-pulmonary resuscitation every 12 months [best practice- not mandatory]

e ensure that all children are adequately supervised while providing first aid and comfort for a child
involved in an incident or suffering trauma

e ensure that the details of any incident requiring the administration of first aid are recorded on the
Incident, Injury, Trauma and lliness Record accurately

e conducting a risk assessment prior to an excursion, regular outing or when providing regular

transportation of children to identify risks to health, safety, or wellbeing and specifying how these

5  Lockhart Shire Council, Childcare Centre Desktop ©2024 — Administration of First Aid Policy



The RockOOSH

risks will be managed and minimised (NB: risk assessment for a regular outing or regular

transportation is required at least annually) [Reg. 102B, 102D (4)]

FAMILIES WILL:

e read and comply with the policies and procedures of the OSHC Service

e sign OSHC Service records of accidents or injuries that have occurred, acknowledging they have been
made aware of the incident and the first aid that treatment that was given to the child

e provide the required information for the OSHC Service’s medication record

e provide the service with a medical management plan for their child if required

e provide written consent (via the enrolment record) for Service staff to administer first aid

e provide written consent for the approved provider, nominated supervisor or educator to seek
medical treatment for their child by a registered medical practitioner, hospital or ambulance service
and if required, transport the child to hospital

e be contactable, either directly or through emergency contacts listed on the child’s enrolment record

e notify educators of any change in condition of their child’s health that may impact the child’s care

and require the administration of first aid (ACECQA, 2021).

INCIDENT, INJURY, TRAUMA AND ILLNESS RECORD
Any incidents, injuries trauma or illness, including first aid provided, must be recorded and include the
following details, as per Education and Care Services National Regulation 87:

o name and age of the child

o circumstances leading to the incident, injury, trauma, or iliness (including any symptoms)

o timeand date

o details of action taken by the OSHC Service including any medication administered, first aid

provided or

o medical personnel contacted

o details of any witnesses

o names of any person the service notified or attempted to notify, and the time and date of this

o signature of the person making the entry, and time and date of this.
FIRST AID KIT

The approved provider of the OSHC Service will ensure that first aid kits are kept in accordance with

National Education and Care Service Regulations (Reg. 89).
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ALL FIRST AID KITS AT THE SERVICE MUST:

e be suitably equipped

* not be locked

* not contain paracetamol

e Dbe suitable for the number of employees and children and sufficient for the immediate treatment of
injuries at the Service

e be easily accessible to staff and educators

e be constructed of resistant material, be dustproof and of sufficient size to adequately store the
required contents

e be capable of being sealed and preferably be fitted with a carrying handle as well as have internal
compartments

e contain a list of the contents of the kit

e Dbe regularly checked using the First Aid Kit Checklist to ensure the contents are as listed and have not
degraded or expired

e have a white cross on a green background with the words 'First Aid' prominently displayed on the
outside

e Dbe easily recognisable

e Dbe easy to access and if applicable, located where there is a risk of injury occurring

e include emergency telephone numbers, and location of the nearest first aid trained educators

e display a photograph of the first aid trained educators, along with contact details to assist in the
identification process

e Dbe stocked with precautionary items such as sunscreen and water if using outdoors

e be taken on excursions

e be maintained in proper condition and the contents restocked as required.

Our nominated First Aid Officer responsible for maintaining all First Aid kits at the OSHC Service is:

FIRST AID OFFICER

Name

Role

Number of First Aid Kits Responsible for at the Service:

Additional First Aid Officer:
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These individuals are responsible for conducting and maintaining each first aid kit by complying with the
First Aid Checklist, certifying each kit has the required quantities, items are within their expiry dates, and

sterile products are sealed. This will occur after each use or if unused, at least annually.

Individuals along with the nominated supervisor will also consider whether the first aid kits and
components are appropriate and effective for the Service’s hazards and the injuries that have occurred. If
the kit requires additional resources, these individuals will advise and follow up with the nominated

supervisor.

Our OSHC Service will display a well-recognised, standardised first aid sign to assist in easily locating first

aid kits. Signage will comply with AS 1319:1994 — Safety Signs for the Occupational Environment.

FIRST AID KIT CHECKLIST

Our Service will use the checklist provided by the Childcare Centre Desktop. The checklist will be
completed annually to ensure first aid kits are equipped and maintained.

Safe Work Australia’s First Aid in the Workplace Code of Practice also provides a guide to what to include
in a First Aid Kit. (Appendix E- Example of contents)

https://www.safeworkaustralia.gov.au/doc/model-codes-practice/model-code-practice-first-aid-

workplace

We will determine the need for additional items to those in the checklist, or whether some items are
unnecessary, after analysing the number of children at our OSHC Service and what injuries children or
adults may incur. We will review our incident, injury, trauma and illness records to assist us in making an

informed decision about what to include.

For further advice on first aid in the workplace, refer to the following website for state and territory
specifications.

https://www.safeworkaustralia.gov.au/safety-topic/managing-health-and-safety/first-aid

CONTINUOUS IMPROVEMENT/REFLECTION
Our Administration of First Aid Policy will be reviewed on an annual basis in consultation with children,

families, staff, educators and management.

CHILDCARE CENTRE DESKTOP- RELATED RESOURCES
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Administration of First Aid Procedure First Aid Certificate Register

Dental Accident Procedure Head Injury Guide and Procedure

First Aid Checklist llIness Management Procedure

First Aid Kit Fact Sheet Guide Incident, Injury, Trauma or lliness Record
SOURCES

Australian Children’s Education & Care Quality Authority. (2023). Guide to the National Quality Framework.

Australian Children’s Education & Care Quality Authority. (2023). Policy and procedure guidelines- Administration of
First Aid Policy Guidelines

Early Childhood Australia Code of Ethics. (2016).

Education and Care Services National Law Act 2010. (Amended 2023).

Education and Care Services National Regulations. (Amended 2023)

Safe Work Australia First Aid in the Workplace Code of Practice: First Aid in the Workplace

REVIEW
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Assistant
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ADMINISTRATION OF MEDICATION POLICY

In supporting the health and wellbeing of children, the use of medications may be required by children at
the Out of School Hours Care (OSHC) Service. All medications must be administered as prescribed by
medical practitioners and first aid guidelines to ensure the continuing health, safety, and wellbeing of the
child. Under the Education and Care Services National Law and Regulations, OSHC Services are required
to ensure medication records are kept for each child to whom medication is or is to be administered by

the service (reg 92).

NATIONAL QUALITY STANDARD (NQS)

QUALITY AREA 2: CHILDREN’S HEALTH AND SAFETY

Each child’s wellbeing and comfort is provided for, including

2.11 Wellbeing and appropriate opportunities to meet each child’s needs for sleep, rest
comfort .
and relaxation.
)12 Health practices and | Effective illness and injury management and hygiene practices are
o procedures promoted and implemented.
2.2 Safety Each child is protected.

At all times, reasonable precautions and adequate supervision ensure

2.2.1 | Supervision children are protected from harm and hazard.

Incident and . o .
Plans to effectively manage incidents and emergencies are developed
2.2.2 emergency . . . . . .
in consultation with relevant authorities, practiced and implemented.
management

EDUCATION AND CARE SERVICES NATIONAL LAW AND REGULATIONS
Sec.167 | Offence relating to protection of children from harm and hazards
12 Meaning of serious incident
85 Incident, injury, trauma and iliness policy
86 Notification to parent of incident, injury, trauma or illness
90 Medical conditions policy
91 Medical conditions policy to be provided to parents
92 Medication record
93 Administration of medication
94 Exception to authorisation requirement - anaphylaxis or asthma emergency
95 Procedure for administration of medication
96 Self-administration of medication

1 Lockhart Shire Council, Childcare Centre Desktop ©2024 — Administration of Medication Policy



The RockOOSH

136 First Aid qualifications

alr?dz((fj)) Health information to be kept in enrolment record
168 Education and care service must have policies and procedures
170 Policies and procedures are to be followed
174 Time to notify certain circumstances to Regulatory Authority
183 Storage of records and other documents

RELATED POLICIES

Administration of First Aid Policy

Dealing with Infectious Diseases Policy
Child Protection Policy

Code of Conduct Policy

Delivery of Children to, and collection from
Education and Care Service Premises
Diabetes Management Policy

Enrolment Policy

Epilepsy Policy

Family Communication Policy

Health and Safety Policy

Incident, Injury, Trauma and lliness Policy
Medical Conditions Policy

Privacy and Confidentiality Policy

Record Keeping and Retention Policy
Respect for Children Policy

Safe Storage of Hazardous Substances Policy
Supervision Policy

Work Health and Safety Policy

PURPOSE

To ensure all educators of the Out of School Hours Care (OSHC) Service understand their liabilities and
duty of care to meet each child’s individual health care needs. To ensure all educators are informed of
children diagnosed with a medical condition and strategies to support their individual needs. To ensure
that all educators are specifically trained to be able to safely administer children’s required medication
with the written consent of the child’s parent or guardian. Educators will follow this stringent procedure

to promote the health and wellbeing of each child enrolled at the OSHC Service.

SCOPE

This policy applies to children, families, staff, educators, approved provider, nominated supervisor,

students, volunteers and visitors of the OSHC Service.

IMPLEMENTATION

Families requesting the administration of medication to their child will be required to follow the

guidelines developed by the OSHC Service to ensure the safety of children and educators. The Service will
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follow legislative guidelines and adhere to the Education and Care Services National Regulations to

ensure the health of children, families, and educators at all times.

For children with a diagnosed health care need, allergy or relevant medical condition a medical
management plan must be provided prior to enrolment and updated regularly. A risk minimisation plan
and communication plan must be developed in consultation with parents/guardians to ensure risks are

minimised and strategies developed for minimising any risk to the child. (see Medical Conditions Policy).

THE APPROVED PROVIDER/NOMINATED SUPERVISOR WILL ENSURE:
e obligations under the Education and Care Services National Law and National Regulations are met
e educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy and
associated procedure
e allnew employees are provided with a copy of this policy as part of their induction process
e children with specific health care needs or medical conditions have a current medical management
plan detailing prescribed medication and dosage by their medical practitioner
e medication during Out of School Hours Care can only be self-administered by a child when a current
medication plan has been prepared by medical practitioner or parent/guardian.
e medication is only administered by the OSHC Vacation Care Service with written authority signed by
the child’s parent or other responsible person named and authorised in the child’s enrolment record
to make decisions about the administration of medication [Regulation 92(3)(b)]
e medication provided by the child’s parents must adhere to the following guidelines:
o the administration of any medication is authorised by a parent or guardian in writing
o medication is prescribed by a registered medical practitioner (with instructions either
attached to the medication, or in written form from the medical practitioner)
o medication is from the original container
o medication has the original label clearly showing the name of the child
o medication is before the expiry/use by date.
e the Administration of Medication Record is completed for each child by the parent/guardian
including:
o name of medication
o time and date medication was last administered
o time and date medication is to be administered (or circumstances to be administered)
o dosage to be administered

o method of administration
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o period of authorisation

o parent/guardian name and signature
a separate form must be completed for each medication if more than one is required
any person delivering a child to the OSHC Service must not leave any type of medication in the child’s
bag or locker. Medication must be given directly to an educator for appropriate storage upon arrival.
written and verbal notifications are given to a parent or other family member of a child as soon as
practicable if medication is administered to the child in an emergency when consent was either
verbal or provided by medical practitioners
if medication is administered without authorisation in the event of an asthma or anaphylaxis
emergency the parent/ guardian of the child is notified as soon as practicable
if the incident presented imminent or severe risk to the health, safety and wellbeing of the child or if
an ambulance was called in response to the emergency (not as a precaution) the regulatory authority
will be notified within 24 hours of the incident
reasonable steps are taken to ensure that medication records are maintained accurately
medication records are kept in a secure and confidential manner and archived for the regulatory
prescribed length of time following the child’s departure from the Service
children’s privacy is maintained, working in accordance with the Australian Privacy Principles (APP).
educators receive information about Medical Conditions and Administration of Medication Policies
and other relevant health management policies during their induction
educators, staff and volunteers have a clear understanding of children’s individual health care needs,
allergy or relevant medical condition as detailed in medical management plans, Asthma or
Anaphylaxis Action Plans
written consent is requested from families on the enrolment form to administer emergency asthma,
anaphylaxis, or other emergency medication or treatment if required
families are informed of the Service’s medical and medication policies

safe practices are adhered to for the wellbeing of both the child and educators.

EDUCATORS WILL:

not administer any medication without the written authorisation of a parent or person with
authority, except in the case of an emergency, when the written consent on an enrolment form,
verbal consent from an authorised person, a registered medical practitioner or medical emergency
services will be acceptable if the parents cannot be contacted

ensure medications are stored in the refrigerator in a labelled and locked medication container with

the key kept in a separate location, inaccessible to children. For medications not requiring
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refrigeration, they will be stored in a labelled and locked medication container with the key kept in a
separate location, inaccessible to children
e ensure adrenaline autoinjectors and asthma medication are kept out of reach of children and stored
in a cool dark place at room temperature. They must be readily available when required and not
locked in a cupboard. A copy of the child’s medical management plan should be stored with the
adrenaline autoinjector or asthma medication
e ensure that two educators administer and witness administration of medication at all times (Reg. 95).
One of these educators must have approved First Aid qualifications as per current legislation and
regulations [this is best practice and not mandated in regulation 95] Both educators are responsible
for:
o checking the Administration of Medication Record completed by the parent/guardian
o checking the prescription label for:
e the child’s name
e the dosage of medication to be administered
e the method of dosage/administration
e the expiry or use-by date
o confirming that the correct child is receiving the medication
o signing and dating the Administration of Medication Record
o returning the medication back to the locked medication container.
e follow hand-washing procedures before and after administering medication
e discuss any concerns or doubts about the safety of administering medications with management to
ensure the safety of the child (checking if the child has any allergies to the medication being
administered)
e seek further information from parents/guardian, the prescribing doctor or the Public Health Unit
before administering medication if required
e ensure that the instructions on the Administration of Medication Record are consistent with the
doctor’s instructions and the prescription label
e ensure that if there are inconsistences, medication is not to be administered to the child
e invite the family to request an English translation from the medical practitioner for any instructions
written in a language other than English
e ensure that the Administration of Medication Record is completed and stored correctly including
name and signature of witness and date and time of administration

o if after several attempts of encouraging the child to take medication, but they still refuse, contact the
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parent or guardian. Educators cannot use restrictive practices to make a child take medication at any
time

e observe the child post administration of medication to ensure there are no side effects

e respond immediately and contact the parent/guardian for further advice if there are any unusual side
effects from the medication

e contact emergency services on 000 immediately if a child is not breathing, is having difficulty
breathing, or shows signs of unusual side effects requiring immediate attention following

administration of any medication.

FAMILIES WILL:

e provide management with accurate information about their child’s health needs, medical conditions
and medication requirements on the enrolment form

e provide the OSHC Service with a medical management plan prior to enrolment of their child if
required

e develop a Medical Risk Minimisation Plan for their child in collaboration with the nominated
supervisor and the child’s medical practitioner for long-term medication plans

e develop a Medical Communication Plan in collaboration with the nominated supervisor and
educators

e complete and sign an Administration of Medication Record for their child requiring any medication to
be administered by educators/staff whilst they are at the OSHC Service, including signing and dating
it for inclusion in the child's medication records

e update (or verify currency of) medical management plan annually or as the child’s medication needs
change

e provide authorisation on the enrolment form for staff or educators of the Service to administer
paracetamol or ibuprofen in the event their child registers a temperature of 38°C or higher

e be requested to sign consent to use creams and lotions should first aid treatment be required (list of
items in the first aid kit provided at enrolment)

e keep prescribed medications in original containers with pharmacy labels. Please understand that
medication will only be administered as directed by the medical practitioner and only to the child
whom the medication has been prescribed for. Expired medications will not be administered.

e adhere to our OSHC Service’s Incident, Injury, Trauma and lliness Policy and Dealing with Infectious
Diseases Policy

e keep children away at home while any symptoms of an illness remain
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e keep children at home for 24 hours from commencing antibiotics to ensure they have no side effects
to the medication

e advise the OSHC Service if their child has taken any medication with them to school. The
Administration of Medication Record may be emailed to the Service if necessary

e complete the Administration of Medication Record if dropping off their child in the morning, and the
educator will sign to acknowledge the receipt of the medication. The educator will then ensure this
medication is taken to school with the child where school policy regarding medication will be
adhered to (e.g. giving medication to the class teacher)

e provide any herbal/ naturopathic remedies or non-prescription medications (including paracetamol)

with a letter from the doctor detailing the child’s name and dosage.

SELF-ADMINISTRATION OF MEDICATION [Reg.96]

A child over pre-school age may self-administer medication under the following circumstances:

e aparent or guardian provides written authorisation with consent on the child’s enrolment form -
administration of medication

e medication is stored safely by an educator, who will provide it to the child when required

e supervision is provided by an educator whilst the child is self-administering

e arecording is made in the Administration of Medication Record for the child that the medication has
been self-administered

e the Administration of Medication Record is signed by the parent upon collection of their child
acknowledging the dose and time of administration of medication (e.g.: Asthma inhaler, Diabetic

treatment).

GUIDELINES FOR ADMINISTRATION OF PARACETAMOL

e Paracetamol is not to be used as a first aid or emergency treatment. If, however, a child develops a
fever of 38°C or higher whilst at the OSHC Service, and parents/guardians have provided written
authorisation on the child’s enrolment form, paracetamol may be administered to reduce fever
and/or pain

e Parents/guardians will be notified immediately and asked to organise collection of the child as soon
as possible [usually within 30 minutes]

e Paracetamol will be kept in the locked medication container for onset of high fever whilst at the

Service

7 Lockhart Shire Council, Childcare Centre Desktop ©2024 — Administration of Medication Policy



The RockOOSH

e Only one dose of paracetamol will be administered. Before administering paracetamol, staff must
check that the child has NOT been administered any paracetamol or medicine containing
paracetamol in the previous four (4) hours

e Administration of paracetamol must follow the procedure for Administration of Medication requiring
two qualified educators to witness the administration and complete the required records

e An Administration of Medication and/or Administration of Paracetamol Record will be completed
with both educator’s full name, signature, time and date of administration clearly recorded

e While waiting for the child to be collected, educators will:

o remove excess clothing to cool the child down

o offer fluids to the child

o encourage the child to rest

o monitor the child for any additional symptoms

o maintain supervision of the ill child at all times, while keeping them separated from children

who are well.

MEDICATIONS KEPT AT THE SERVICE

e The only medication to be left in the service is asthma relievers/ and anaphylaxis pens.

EMERGENCY ADMINISTRATION OF MEDICATION [Reg.93 (5)]

e Inthe occurrence of an emergency and where the administration of medication must occur, the
approved provider/nominated supervisor must attempt to receive verbal authorisation by a parent,
or a person named in the child’s enrolment form who is authorised to consent to the administration
of medication.

e If all the child’s nominated contacts are non-contactable, the approved provider/nominated
supervisor must contact a registered medical practitioner or emergency service on 000

e Inthe event of an emergency and where the administration of medication must occur, written notice
must be provided to a parent of the child or other emergency contact person listed on the child’s
enrolment form as soon as practicable

e The approved provider/nominated supervisor will contact the regulatory authority within 24 hours as
soon as practicably possible (if urgent medical attention was sought or the child attended hospital)

e The child will be comforted, reassured, and removed to a quiet area under the direct supervision of a

suitably experienced and trained educator.
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EMERGENCY INVOLVING ANAPHYLAXIS OR ASTHMA [Reg. 94]

e For anaphylaxis or asthma emergencies, medication/treatment will be administered to a child
without authorisation, following the Asthma or Anaphylaxis Action Plan provided by the
parent/guardian. [National Asthma Council (NAC) or ASCIA]

e Inthe event of a child not known to have asthma and appears to be in severe respiratory distress, the
Administration of First Aid Procedure must be followed immediately:

o anambulance must be called

o place child in a seated upright position

o give 4 separate puffs of a reliever medication (e.g.: Ventolin) using a spacer if required.
o repeat every 4 minutes until the ambulance arrives

e inthe event of a child not known to be diagnosed with anaphylaxis and appears to be an anaphylaxis

emergency where any of the following symptoms are present, an EpiPen must be administered
o difficulty/noisy breathing
o swelling of the tongue
o swelling or tightness in throat
o difficulty talking
o wheeze or persistent cough

o persistent dizziness or collapse pale and floppy
(Sydney Children’s Hospitals Network — 2020)

The approved provider/nominated supervisor will contact the following (as required) as soon as

practicably possible:

o Emergency Services 000
o a parent of the child
o theregulatory authority within 24 hours (if urgent medical attention was sought or the child
attended hospital).
The child will be comforted, reassured, and removed to a quiet area under the direct supervision of a

suitably experienced and trained educator.
CONTINUOUS IMPROVEMENT/REFLECTION

The Administration of Medication Policy will be reviewed on an annual basis in conjunction with children,

families, educators, staff and management.
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CHILDCARE CENTRE DESKTOP - RELATED RESOURCES

Administration of First Aid Procedure Managing a Medical Condition Procedure

Administration of Medication Procedure Medical Communication Plan

Administration of Medication Record Medical Management Plan

Administration of Paracetamol Record Medical Risk Management Plan
SOURCES
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Australia. V2.0, 2022

Early Childhood Australia Code of Ethics. (2016).
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ASTHMA MANAGEMENT POLICY

Asthma is a chronic health condition affecting approximately 15% of children. It is one of the most
common reasons for childhood admission to hospital. Community education and correct asthma
management will assist to minimise the impact of asthma. It is generally accepted that children under the
age of six do not have the skills or ability to recognise and manage their own asthma effectively. Our Out
of School Hours Care (OSHC) Service recognises the need to educate its staff and families about asthma

and to implement responsible asthma management strategies.

NATIONAL QUALITY STANDARD (NQS)

QUALITY AREA 2: CHILDREN’S HEALTH AND SAFETY

)11 Wellbeing and | Each child’s wellbeing and comfort is provided for, including appropriate

comfort opportunities to meet each child’s needs for sleep, rest and relaxation.
Health o - . .
. Effective illness and injury management and hygiene practices are
2.1.2 | practices and .
promoted and implemented.
procedures
2.2 Safety Each child is protected.

At all times, reasonable precautions and adequate supervision ensure

2.2.1 | Supervision children are protected from harm and hazard.

Incident and . . ) .
Plans to effectively manage incidents and emergencies are developed in
2.2.2 | emergency . . - . .
consultation with relevant authorities, practiced and implemented.
management

EDUCATION AND CARE SERVICES NATIONAL LAW AND NATIONAL REGULATIONS

S. 165 Offence to inadequately supervise children

S. 167 Offence relating to protection of children from harm and hazards

S.172 Failure to display prescribed information

12 Meaning of a serious incident

85 Incident, injury, trauma and illness policies and procedures
86 Notification to parents of incident, injury, trauma and illness
87 Incident, injury, trauma and iliness record

88 Infectious diseases

89 First aid kits
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90 Medical conditions policy

90(1)(iv) | Medical Conditions Communication Plan

91 Medical conditions policy to be provided to parents

92 Medication record

93 Administration of medication

94 Exception to authorisation requirement—anaphylaxis or asthma emergency
95 Procedure for administration of medication

96 Self-administration of medication

101 Conduct of risk assessment for excursion

136 First aid qualifications

162 Health information to be kept in enrolment record

168 Education and care service must have policies and procedures
170 Policies and procedures to be followed

175 Prescribed information to be notified to Regulatory Authority

RELATED POLICIES

Administration of First Aid Policy

Administration of Medication Policy
Excursion/ Incursion Policy
Enrolment Policy

Family Communication Policy
Handwashing Policy

Incident, Injury, Trauma and lliness Policy
Medical Conditions Policy

Privacy and Confidentiality Policy
Record Keeping and Retention Policy

Supervision Policy

PURPOSE

The Education and Care Services National Regulations requires approved providers to ensure their
services have policies and procedures in place for medical conditions including asthma management.
We aim to provide a safe and healthy environment for all children enrolled at the Out of School Hours
Care (OSHC) Service. We believe in providing children with asthma the ability to participate in the

programmed learning activities and experiences ensuring an inclusive environment is upheld. We ensure
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all staff, educators and volunteers follow our Asthma Management Policy and procedures and children’s

medical management plans.

SCOPE
This policy applies to children, families, staff, the approved provider, nominated supervisor, student,

volunteers and visitors of the OSHC Service.

DUTY OF CARE
Our OSHC Service has a legal responsibility to take reasonable steps to ensure the health needs of
children enrolled in the service are met. This includes our responsibility to provide

a. asafe environment free from foreseeable harm and

b. adequate Supervision for children.

Staff members, including relief staff, need to be aware of children at the OSHC Service who suffer from
allergies, including asthma and know enough about asthma reactions to ensure the safety and wellbeing
of the children. Management will ensure all staff are aware of children’s medical management plans and

risk management plans. This policy supplements our Medical Conditions Policy.

BACKGROUND

Asthma is clinically defined as a chronic lung disease, which can be controlled but not cured. In clinical
practice, asthma is defined by the presence of both excessive variation in lung function, i.e., variation in
expiratory airflow that is greater than that seen in healthy children (‘variable airflow limitation’), and
respiratory symptoms (e.g., wheeze, shortness of breath, cough, chest tightness) that vary over time and

may be present or absent at any point in time (National Asthma Council Australia, 2015, p.4).

Asthma affects approximately one in 10 Australian children and adults. It is the most common reason for
childhood admission to hospital. However, with correct asthma management people with asthma need
not restrict their daily activities. Community education assists in generating a better understanding of

asthma within the community and minimising its impact.
Symptoms of asthma include wheezing, coughing (particularly at night), chest tightness, difficulty in

breathing and shortness of breath, and symptoms may vary between children. It is generally accepted

that children under six years of age do not have the skills and ability to recognise and manage their own
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asthma without adult assistance. Our OSHC Service recognises the need to educate the staff and

parents/guardians about asthma and to promote responsible asthma management strategies.

Asthma causes three main changes to the airways inside the lungs, and all of these can happen together:

e the thin layer of muscle within the wall of an airway can contract to make it tighter and narrower —
reliever medicines work by relaxing these muscles in the airways

e theinside walls of the airways can become swollen, leaving less space inside — preventer medicines
work by reducing the inflammation that causes the swelling

e mucus can block the inside of the airways — preventer medicines also reduce mucus.

Legislation that governs the operation of approved children’s services is based on the health, safety and
welfare of children, and requires that children be protected from hazards and harm. Our OSHC Service
will ensure that there is at least one educator on duty at all times who has current approved emergency

asthma management training in accordance with the Education and Care Services National Regulations.

IMPLEMENTATION

We will involve all educators, families and children in regular discussions about medical conditions and
general health and wellbeing throughout our curriculum. Our OSHC Service will adhere to privacy and
confidentiality procedures when dealing with individual health needs. It is imperative that all educators
and volunteers at our OSHC Service follow each individual child’s medical management plan in the event

of an incident related to a child’s specific health care need, allergy or medical condition.

THE APPROVED PROVIDER/NOMINATED SUPERVISOR WILL ENSURE:

e obligations under the Education and Care Services National Law and National Regulations are met

e all staff, educators, students, visitors and volunteers have knowledge of and adhere to this policy and
our Service’s Medical Conditions Policy

e that as part of the enrolment process, all parents/guardians are asked whether their child has a
medical condition and clearly document this information on the child’s enrolment record

e if the answer is yes, the parents/guardians are required to provide a medical management plan and
signed by a registered medical practitioner prior to their child’s commencement at the Service [see
section below- In Services where a child is diagnosed with asthma]

e parents are provided with a copy of the Service’s Medical Conditions Policy, Asthma Management
Policy and Administration of Medication Policy upon enrolment of their child

e written authorisation is requested from families on the enrolment form to administer emergency

asthma medication or treatment if required
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« atleast one educator, staff member or nominated supervisor is in attendance and immediately
available at all times children are being cared for by the service who:
o holds a current ACECQA approved first aid qualification
o undertaken current ACECQA approved emergency asthma management and
o current ACECQA approved emergency anaphylaxis management training
« all staff and educators have completed ACECQA approved first aid training at least every 3 years and
cardiopulmonary resuscitation (CPR) at least every 12 months [best practice- not mandatory]
» that all staff members are aware of
o any child identified with asthma enrolled in the service
o the child’s individual medical management plan
o symptoms and recommended first aid procedure for asthma and
o the location of the child’s asthma medication
« all staff members are able to identify and minimise asthma triggers for children attending the OSHC
Service where possible
* risk assessments are developed prior to any excursion or incursion consistent with Reg. 101
e upon employment at the OSHC Service all staff will read and be aware of all medical condition
policies and procedures, maintaining awareness of asthma management strategies
e children with asthma are not discriminated against in any way
e children with asthma can participate in all activities safely and to their full potential
e Asthma Australia’s Asthma First Aid for posters are displayed in key locations at the OSHC Service
e that medication is administered in accordance with the Administration of Medication Policy
e thatin the event of a serious incident such as a severe asthma attack, notification to the regulatory
authority is made within 24 hours of the incident
e communication between management, educators, staff and parents/guardians regarding the
Service’s Asthma Management Policy and strategies are reviewed and discussed regularly to ensure
compliance and best practice
e that updated information, resources, and support for managing asthma is regularly provided for

families.

IN SERVICES WHERE A CHILD DIAGNOSED WITH ASTHMA IS ENROLLED, THE NOMINATED
SUPERVISOR WILL:

e meet with the parents/guardians to begin the communication process for managing the child’s

medical condition

5  Lockhart Shire Council, Childcare Centre Desktop ©2024 — Asthma Management Policy



The RockOOSH

* not permit the child to begin education and care until a medical management plan developed in
consultation with parents and the child’s medical practitioner is provided

* ensure the medical management plan includes:
o child’s name, date of birth
o arecent photo of the child
o specific details of the child’s diagnosed medical condition
o supporting documentation (if required)
o ftriggers for asthma (signs and symptoms)
o list of usual asthma medicines including doses
o response for an asthma emergency including medication to be administered
o contact details and signature of the registered medical practitioner
o date the plan should be reviewed

e develop and document a risk minimisation plan in collaboration with parents/guardian

« ensure the risk minimisation plan is specific to our Service environment, activities, incursions and
excursions, and the individual child and is reviewed annually

« discuss with the requirements for completing an Administration of Medication Record for their child

« discuss authorisation for children to self-administer asthma medication if applicable. Any
authorisations for self-administration must be documented in the child’s medical management plan
and approved by the OSHC Service, parents/guardian and the child’s medical management team

* request parental authorisation to display a child’s medical management plan in key locations at the
Service, where educators and staff are able to view these easily whilst ensuring the privacy, safety
and wellbeing of the child (for example, in the child’s room, the staff room, kitchen, and / or near the
medication cabinet)

e keep a copy of the child’s medical management plan and risk minimisation plan in the enrolment
record

e ensure families provide reliever medication and a spacer whilst their child attends the OSHC Service

e Collaborate with parents/guardians to develop and implement a communication plan and
communicate any concerns with parents/guardians regarding the management of their child’s
asthma whilst at the Service

e ensure that a staff member accompanying children outside the Service carries a copy of each child’s
individual asthma medical management action plan and required medication

e ensure an Administration of Medication Record is kept for each child to whom medication is to be

administered by the Service
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ensure families update their child’s asthma medical management plan regularly or whenever a
change to the child’s management of asthma occurs

regularly check the expiry date of reliever medication and ensure that spacers and facemasks are
cleaned after every use

discussions occur regarding authorisation for children to self-administer asthma medication if
applicable. Any authorisations for self-administration must be documented in the child’s medical
management plan and approved by the OSHC Service, parents/guardian and the child’s medical

management team

EDUCATORS WILL:

read and comply with the Asthma Management Policy, Medical Conditions Policy and Administration
of Medication Policy

maintain qualifications for approved emergency asthma management training [recommended as
best practice]

know which child/ren are diagnosed with asthma, and the location of their medical management
plan and risk management plans and any prescribed medications

be able to identify and, where possible, minimise asthma triggers as outlined in the child’s medical
management plan and risk minimisation plan

ensure the first aid kit, children’s personal asthma medication and medical management plans are
taken on excursions or other offsite events, including emergency evacuations and drills

administer prescribed asthma medication in accordance with the child’s medical management plan
and the Service’s Administration of Medication Policy

ensure any asthma attacks are clearly documented in the Incident, Injury, Trauma or Iliness Record
and advise parents as a matter of priority, when practicable

consult with the parents/guardians of children with asthma in relation to the health and safety of
their child, and the supervised management of the child’s asthma

communicate any concerns to parents/guardians if a child’s asthma is limiting his/her ability to
participate fully in all activities

ensure that children with asthma are not discriminated against in any way

ensure that children with asthma can participate in all activities safely and to their full potential,

ensuring an inclusive program.

FAMILIES WILL:

7

inform staff, either on enrolment or on initial diagnosis, that their child has asthma
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e read and be familiar with the Service’s Asthma Management Policy

e provide a copy of their child’s medical management plan to the Service ensuring it has been prepared
in consultation with, and signed by, a medical practitioner

e provide written authorisation to the OSHC Service for their child to self-administer medication (if
applicable)

e develop a risk minimisation plan in collaboration with the nominated supervisor/responsible person
and other service staff

e develop a communication plan in collaboration with the nominated supervisor and lead educators

e ensure all details on their child’s enrolment form and medication record are completed prior to
commencement at the OSHC Service

e review the risk minimisation plan annually with the nominated supervisor and other service staff
(recommended best practice)

e provide an adequate supply of appropriate asthma medication and equipment for their child

e provide an updated plan at least annually or whenever medication or management of their child’s
asthma changes

e notify the OSHC Service in writing via email or through the Notification of Changed Medical Status
form of any changes to their child’s medical condition status and provide a new medical management
plan in accordance with these changes

e communicate regularly with educators/staff in relation to the ongoing health and wellbeing of their
child, and the management of their child’s asthma

e encourage their child to learn about their asthma, and to communicate with Service staff if they are

unwell or experiencing asthma symptomes.

IF A CHILD SUFFERS FROM AN ASTHMA EMERGENCY STAFF WILL:

e Follow the child’s medical management plan

e |f the child does not respond to steps within the Asthma medical management plan call an
ambulance immediately by dialling 000

e Continue first aid measures

e Contact the parent/guardian when practicable

e Contact the emergency contact if the parents or guardian can’t be contacted when practicable

e Notify the regulatory authority within 24 hours
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REPORTING PROCEDURES

Any incident involving serious illness of a child while the child is being educated and cared for by the
Service for which the child attended, or ought reasonably to have attended a hospital e.g., severe asthma
attack is considered a serious incident (Reg. 12).

o staff members involved in the incident are to complete an Incident, Injury, Trauma and Iliness
Record which will be countersigned by the Nominated Supervisor of the Service at the time of the
incident

o ensure the parent or guardian signs the Incident, Injury, Trauma and Iliness Record

o place a copy of the record in the child’s file

o the nominated supervisor will inform the Service management about the incident

o the nominated supervisor or the approved provider will inform regulatory authority of the
incident within 24 hours through the NQA IT System (as per regulations)

o staff will be debriefed after each serious incident and the child’s individual medical management
plan/action plan and risk minimisation plan evaluated, including a discussion of the effectiveness
of the procedure used

o staff will discuss the exposure to the allergen and the strategies that need to be implemented

and maintained to prevent further exposure.

RESOURCES

Asthma First Aid A4 Poster

Asthma Action Plan

FIRST AID FOR ASTHMA CHILDREN UNDER 12

Aiming for Asthma Improvement in Children

Supporting the Continuity of Asthma Care (for patients with severe asthma during Coronavirus (COVID-

19) pandemic

CONTINUOUS IMPROVEMENT/REFLECTION
Our Asthma Management Policy will be reviewed on an annual basis in consultation with children,

families, staff, educators and management.

CHILDCARE CENTRE DESKTOP- RELATED RESOURCES

Administration of First Aid Procedure Medication Update Letter to parents
Administration of Medication Form Medical Conditions Register
Authorisation to Display Medical Management Medical Management Plan

Plan Medical Risk Minimisation Plan
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Managing a Medical Condition Procedure Notification of Changed Medical Status
Medical Communication Plan

SOURCES

Asthma Australia: https://asthma.org.au

Australian Children’s Education & Care Quality Authority. (2021). Dealing with Medical Conditions in Children Policy
Guidelines

Australian Children’s Education & Care Quality Authority. (2024). Guide to the National Quality Framework.

Early Childhood Australia Code of Ethics. (2016).

Education and Care Services National Law Act 2010. (Amended 2023).

Education and Care Services National Regulations. (Amended 2023).

National Asthma Council Australia. (2015). Australian asthma handbook: Quick reference guide.

https://www.asthmahandbook.org.au,

National Asthma Council Australia. (2019). My asthma guide. https://www.nationalasthma.org.au/living-with-
asthma/resources/patients-carers/brochures/my-asthma-guide

National Health and Medical Research Council. (2013). Staying Healthy: Preventing infectious diseases in early

childhood education and care services (5th Ed.). Australia: Commonwealth of Australia. NSW Government. (n.d.).
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BUSHFIRE POLICY- NSW

Bushfires are an inherent part of Australia’s environment. Bushfires can significantly impact on lives,
property and the environment. The basic factors that determine whether a bushfire will occur include the
presence of fuel, oxygen, and an ignition source. The intensity and speed the bushfire will spread depends
on the current temperature, fuel load (fallen bark, leaf litter, small branches), fuel moisture (dry fuel will

burn quickly, damp or wet fuel may not burn at all), wind speed, and slope angle.

Emergency management arrangements for fire safety differ within each state and territory and are
determined by the State Emergency Services or combined emergency service agencies. This policy reflects

information related to Out of School Hours Care (OSHC) Services located in NSW.

The National Law requires education and care services to ensure that every reasonable precaution is taken
to protect children from any harm or hazard likely to cause injury, including bush fires. Regulations 97 and
168 (2) of the Education and Care Services National Regulations require that every education and care

service in Australia, including OSHC Services has an emergency and evacuation policy and procedure which

includes:

e arisk assessment to identify the potential emergencies that are relevant to the service
e instructions for what must be done in the event of an emergency and evacuation procedures
e anemergency and evacuation floor plan, and

e the rehearsal of emergency and evacuation procedures every 3 months.

This policy outlines the strategies and procedures the OSHC Service will adhere to in the event of a bush
fire, including information about closures during an emergency evacuation, and forms part of our Service’s
Emergency Management Plan (EMP). The EMP records the emergency management arrangements to
ensure every reasonable precaution to protect children, staff, and visitors from harm and hazard is

maintained at all times.

NATIONAL QUALITY STANDARD (NQS)

QUALITY AREA 2: CHILDREN’S HEALTH AND SAFETY

2.2 | Safety Each child is protected.

At all times, reasonable precautions and adequate supervision ensure

2.2.1 | Supervision children are protected from harm and hazard.

Incident and Plans to effectively manage incidents and emergencies are developed in

2.2.2 . . o ) .
emergency consultation with relevant authorities, practiced and implemented.

QUALITY AREA 7: GOVERNANCE AND LEADERSHIP
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Management Systems are in place to manage risk and enable the effective management
Systems and operation of a quality service.

7.1.2

EDUCATION AND CARE SERVICES NATIONAL LAW AND NATIONAL REGULATIONS

S.51 Conditions on service approval (safety, health and wellbeing of children)

S.167 Offence relating to protection of children from harm and hazards

S.174(2)(a) | Serious incident - Any emergency for which emergency services attended

Any incident that requires the approved provider to close, or reduce the number of

SR children attending the service for a period

4 Definitions “multi-storey building” and “storey”
12 Meaning of serious incident

89 First Aid Kits

93 Administration of medication

97 Emergency and evacuation procedures

98 Telephone or other communication equipment

168(2)(e) | Policies and procedures are required in relation to: Emergency and evacuation

168 Education and care services must have policies and procedures
170 Policies and procedures are to be followed
175 Prescribed information to be notified to the Regulatory Authority

RELATED POLICIES

Administration of First Aid Policy Incident, Injury, Trauma and Iliness Policy
Emergency and Evacuation Policy Supervision Policy

Family Communication Policy Work Health and Safety Policy

Health and Safety Policy

PURPOSE

We aim to ensure every reasonable precaution is taken to protect children and staff from harm and
hazards likely to cause injury, including potential injury from bushfires. The potential for extreme fire
conditions varies greatly throughout Australia, both in frequency and severity. Each state and territory have
varying mandatory regulations for implementing policies and procedures for being safe in areas where
bushfires occur. Our OSHC Service will adhere to the regulations outlined by the Early Childhood Education

Directorate, NSW Department of Education and be familiar with relevant legislation and other special

2 Lockhart Shire Council, Childcare Centre Desktop ©2024 — Bushfire Policy — NSW



The RockOOSh

requirements such as building regulations, traffic restrictions or emergency announcements that may apply

to the area our service is located.

SCOPE
This policy applies to children, families, staff, educators, the approved provider, nominated supervisor,

students, volunteers and visitors of the OSHC Service.

IMPLEMENTATION

It is vital for the OSHC Service to be informed and prepared for bush fire conditions and respond
appropriately during periods of high fire danger or local bush fire activity. This policy, and related
procedure are to be implemented should a bush fire threaten our Service. During peak bush fire season,
the nominated supervisor will monitor fire ratings through relevant authorities on a daily or hourly basis
and communicate with all stakeholders as required. We are aware of the Australian Fire Danger Rating
System (AFDRS) and have appropriate fire safety equipment installed and maintained at all times. Our
Emergency Management Plan (EMP) ensures all staff are trained to use fire safety equipment and through

regular training, understand evacuation procedures in case of an emergency.

DEFINITIONS
The Australian climate is frequently hot, dry, and susceptible to drought. The widely varied fire seasons are
reflected in the continent's different weather patterns. For New South Wales and southern Queensland,

the peak risk usually occurs in spring and early summer.

A ‘Bush fire prone area’ is an area of land that can support a bushfire or is likely to be subject to bushfire
attack. Bush fire prone maps are prepared by local councils and governments within each state and

territory. Baseline data for bushfire prone areas is referred to as Bushfire Attack Level (BAL).

Australian Fire Danger Rating (AFDRS): provides an indication of the possible consequences of a fire. This
rating is standardised across all Australian states and territories. The higher the fire danger rating, the more
dangerous the conditions. The AFDRS uses four tiers of fire danger from Moderate to Catastrophic. The

AFDRS are maintained and updated by emergency services in each state or territory.

Emergency Management Plan (EMP): identifies the nature and range of possible emergencies and hazards
to which children and staff may be exposed and the response and procedure in the event of an emergency.

Effective planning and preparation of the EMP within the workplace ensures optimal response to
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emergencies should they occur. A risk assessment to identify potential emergencies that impact the service

form the basis of the EMP.

THE APPROVED PROVIDER /NOMINATED SUPERVISOR WILL:
e ensure obligations under the Education and Care Services National Law and National Regulations are
met
e ensure educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy
and procedure
e ensure all new employees, students and volunteers are provided with a copy of this policy as part of
their induction process
e ensure the Emergency Management Plan (EMP) is updated regularly and is inclusive of Emergency and
Evacuation policies and procedures
e consult with relevant authorities for guidance and advice on the management of bushfire risk and
emergencies (including schools if the OSHC is located on school grounds)
e establish an Incident Management Team (IMT) to lead the implementation of the Emergency and
Evacuation Plan- as we are a smaller services, educators have assign multiple roles
e ensure a back-up communication device is kept in a permanent location and is always available in an
emergency. Example: designated fully charged mobile phone
e conduct a risk assessment to identify a potential bush fire risk to the OSHC Service
e review the risk assessment at least every 12 months and following any incident
e ensure the risk assessment considers-
o prevention measures the OSHC Service will take prior and during the bush fire period
o procedures to be taken when there is a bush fire in the local district including onsite (shelter-
in-place) and offsite evacuation procedures
o response measures the OSHC Service will take if confronted with a bush fire hazard or
emergency
o identified evacuation assembly areas and evacuation routes (it is recommended that the plan
contains two external (off-site) evacuation assembly areas, if practical to do so)
o what assistance will be required to evacuate children at the service (including non-ambulant
children)
o emergency communication arrangements in case of power outages- designated landline,
Emergency Positioning Indicator Radio Beacon (EPIRB), satellite phone, designated mobile
phone

o the use of a battery-operated radio in its shelter-in-place location or emergency kit
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o when evacuating children, if the weather is hot, do the children need footwear?

o what mechanisms are in place to ensure the transfer of real-time information, such as weather
forecasts, bush fire activity, site closures and emergency operations

o how parents will know where to locate their child, if evacuated

o procedures to ensure children are only released to persons authorised to collect them

o procedures to ensure correspondence is made to feeder schools

o mechanisms to ensure visitors and contractors are aware of the service’s emergency response
procedures

o location of flammable substances/materials (gas storage bottles and fixed tanks)- ensure these
are secured and controlled

o contact the local council or use a program (such as that available at

https://www.rfs.nsw.gov.au/plan-and-prepare/building-in-a-bush-fire-area/planning-for-bush-

fire-protection/bush-fire-prone-land/check-bfpl to determine if the OSHC Service is located in a

bush fire prone area

e ensure a current emergency and evacuation floor plan of the OSHC Service and instructions for what to
do in an emergency are clearly displayed in a prominent position near each exit of the service (Reg:
97(4))

e exit signs are displayed above emergency exits, emergency exits are free from debris and obstructions
and are easy to open

e ensure emergency drills, including a bush fire drill and shelter-in-place on site are practiced with
educators and children every 3 months [see Bush Fire Response Procedure]

e ensure arecord is kept of each emergency evacuation drill practiced

e ensure the OSHC Service and educators are prepared for bush fire conditions and prepared to respond
quickly and appropriately during high fire danger periods

e ensure all fire safety equipment is installed and maintained regularly- (fire extinguishers, fire panels,
smoke detectors, long hoses with nozzles, buckets.

e ensure all fire safety equipment is easily accessible, has clear signage with operating instructions
displayed and are clear of vegetation or debris

e ensure all outdoor taps are in working order

e communicate with staff, educators, and families about bush fire preparation information and
provisions

e discuss the Bush Fire Response Procedure at team meetings and make any amendments as required

e ensure local emergency services have current contact details, including mobile number for emergency

contact after hours
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e ensure clear and effective communication procedures during an emergency are rehearsed to test their
effectiveness in an emergency

e organise and communicate with off-site evacuation sites about emergency arrangements

e ensure the Australian Fire Danger Rating (AFDRS) is checked daily through Australian Government

Bureau of Meteorology http://www.bom.gov.au/?ref=hdr Fire Danger Ratings and Total Fire Bans RFS

https://www.rfs.nsw.gov.au/fire-information/fdr-and-tobans

e ensure flammable items are removed from the Service

e ensure driveways are accessible for fire emergency vehicles, clear of overhanging branches and
archway structures

e ensure rubbish and recycle bins are secure with closed lids, emptied on a regular basis and located
away from the Service’s shelter-in-place location

e consider the Service’s shelter-in-place and off-site location ensuring it is accessible and can
accommodate all children and staff, with access to toilets and water

e ensure all emergency exits are clear and accessible at all times

e conduct an emergency evacuation kit checklist to ensure emergency contact information and supplies
are current

e ensure all records of attendance of children, staff, visitors and volunteers is accurate for each session
of care

e ensure current emergency phone numbers are near the phone, and in the contacts of designated
mobile phones, including emergency services and the Regulatory Authority

e monitor the bush fire situation when the rating is above High through internet or radio

e ensure the Hazards Near Me is installed on designated Service mobile phones (NSW& ACT)

e upon advice from relevant authorities (Department of Education or Fire Authority) not accept children
for care on days when there is a catastrophic danger rating

e Dbe prepared for closures of the Service on days when Catastrophic Fire Danger Rating (AFDRS) is issued
in the NSW Fire Area (as advised by the relevant authority)

e cancel any outdoor activities on days where air quality due to bushfire smoke may cause harm to
children [see Bush Fire Response Procedure)

e notify the regulatory authority in the event of any closures or damage to premises within 24 hours or
as soon as possible via the NQA ITS or phone if there is no access to the internet

e atareasonable time after the incident has occurred, consider asking emergency services to review the

Service’s incident response.
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EDUCATORS WILL:

e assist in the development and review of the OSHC Service’s Emergency Management Plan (EMP)

e examine the OSHC Service grounds during their daily indoor and outdoor safety checks to ensure
flammable and/or combustible materials (e.g., dead leaves and bark, chemicals) have been removed

e ensure they are familiar with the daily Australian Fire Danger Rating System (AFDRS)

e ensure the emergency evacuation kit is organised and stored in an area that is easily accessible

e become familiar, confident with and implement the OSHC Service’s emergency evacuation policies and
procedures

e participate in emergency drills, including Bush Fire Response procedures at least every 3 months

e become familiar with the service’s emergency exits

e be aware of the designated assembly area/s

e eliminate all papers around the OSHC Service, including artwork, posters, displays and emptying
garbage and recycle bins, if advised that bush fires are in the local district

¢ keep up to date with professional development and training about bush fires, emergency equipment
and emergency evacuation

¢ be familiar with their role and responsibilities in the event of a bush fire.

CONTINUOUS IMPROVEMENT/REFLECTION

Our Bush Fire Policy will be reviewed on an annual basis in consultation with children, families, staff,

educators and management.

CHILDCARE CENTRE DESKTOP- RELATED RESOURCES

Bush Fire Response Procedure Fire and Safety Equipment Checklist
Emergency Evacuation Kit Checklist Potential Emergencies Risk Assessment
RESOURCES

ACECQA- Managing Emergency Situations in Early Education and Care Services

Australian Government Department of Education — Help in emergency

Be You- resources- Bushfires and mental health

Bushfire Emergency Planning Guideline A guide to planning for bushfire emergency

Emerging Minds- Bushfire preparedness for your family

NSW Department of Education Developing your Service’s Emergency Management Plan and Procedures
(updated January 2024)

NSW Department of Education Service site bushfire grassfire readiness checklist

NSW Government Hazards Near Me app
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NSW Rural Fire Service for up-to-date information

NSW Rural Fire Service Development Planning A guide to developing a Bush Fire Emergency Management

Evacuation Plan

SOURCES

Australian Children’s Education & Care Quality Authority. (2014).
Australian Children’s Education & Care Quality Authority. (2023). Guide to the National Quality Framework.
Australian Government: Geoscience Australia. Community safety: Bushfire:

http://www.ga.gov.au/scientific-topics/hazards/bushfire

Community Early Learning Australia. Bushfire advice for children’s services

Education and Care Services National Law Act 2010. (Amended 2023).

Education and Care Services National Regulations. (Amended 2023).

NSW Department of Education. Education and care service site bushfire/grassfire readiness review checklist.
NSW Rural Fire Service. Fire Danger Rating: https://www.rfs.nsw.gov.au/fire-information/fdr-and-tobans
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IMMUNISATION POLICY

When groups of children are together, iliness and disease can spread rapidly. Preventable diseases such
as measles and whooping cough can have serious health consequences for children, and especially young
children. Staff members who work in school aged care services are also at increased risk of contracting
certain infectious illnesses due to the close proximity of working with children. Immunisation is therefore
an important health measure and an effective way of protecting children and adults from harmful
diseases by reducing the spread of disease.

(Australian Government Department of Education, Skills and Employment, 2020)

NATIONAL QUALITY STANDARD (NQS)

QUALITY AREA 2: CHILDREN’S HEALTH AND SAFETY

2.1 Health Each child’s health and physical activity is supported and promoted.
Health L - . .
. Effective illness and injury management and hygiene practices are
2.1.2 | practices and .
promoted and implemented.
procedures
2.2 Safety Each child is protected
Incident and . o ) )
Plans to effectively manage incidents and emergencies are developed in
2.2.2 | emergency . . . . .
consultation with relevant authorities, practiced and implemented.
management

EDUCATION AND CARE SERVICES NATIONAL LAW AND REGULATIONS

Notification to the Regulatory Authority- (a) any serious incident at the approved

174(2
(2)(a) education and care service

12 Meaning of serious incident

77 Health, hygiene and safe food practices

86 Notification to parents of incident, injury, trauma and iliness
87 Incident, injury, trauma and illness record
88 Infectious diseases

90 Medical conditions policy

162 Health information to be kept in enrolment record
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168 Education and care service must have policies and procedures
a notice stating that there has been an occurrence of an infectious disease at the
172(2)(e) premises

RELATED POLICIES

Dealing with Infectious Disease Policy ) ) ,
. Pregnancy in Early Childhood Policy
Enrolment Policy ) i ,
Record Keeping and Retention Policy

Family Communication Policy Work Health and Safety Policy

Incident, Injury, Trauma and Iliness Policy

PURPOSE

The purpose of this policy is to provide information to manage and prevent the spread of infectious
illnesses and diseases. Our OSHC Service has a duty of care to ensure that all children, families, and
educators are protected from infectious diseases whilst at the Service. Along with maintaining a clean
and hygienic environment, this also includes notifying families and educators when an excludable iliness
or disease is present in the OSHC Service, maintaining a record of children’s and educators’ immunisation
status, complying with relevant health department exclusion guidelines, and increasing educators’

awareness of cross-infection.

SCOPE
This policy applies to children, families, staff, educators, approved provider, nominated supervisor,

students, volunteers and visitors of the OSHC Service.

IMPLEMENTATION

Immunisation is a reliable way to prevent many childhood diseases. Immunisation works by giving the
person a vaccine (weakened or killed disease-causing bacteria or virus), against a particular disease. This
makes the person’s immune system respond in a similar way to how it would respond if they actually had
the disease, but with less severe, or possibly no symptoms. The vaccine therefore leads to the creation of

antibodies that provide future protection if the person comes into contact with the disease.

Immunisation also protects other people who are not immunised, such as children who are too young to
be immunised, or people whose immune systems did not respond to the vaccine. This is because the
more people who are immunised against a disease, the lower the chance that a person will ever come

into contact with someone who has the disease. The chance of an infection spreading in a community

2 Lockhart Shire Council, Childcare Centre Desktop ©2024 — Immunisation Policy



The RockOOSH

therefore decreases if a large proportion of people are immunised, because the immune people will not

become infected and can protect the vulnerable people; this is known as ‘herd immunity’.

Enrolment in an Out of School Hours Care service requires parents to provide an Immunisation History
Statement as recorded on the Australian Immunisation Register (AIR) to prove that their child is up to
date with their scheduled vaccinations. This documentation also is required to be updated as per the

childhood immunisation schedule.

When enrolling a child in an Out of School Hours Care service, parents will be asked to provide an
Immunisation History Statement. Should a child not be fully immunised according to the National

Immunisation Program Schedule, they will not be prevented from enrolling.

Children without proof of recommended immunisation for their age will be excluded from attending the
service during an outbreak of a vaccine preventable disease. For a child to be eligible for Child Care
Subsidy and other family payments, immunisation must be in accordance with the National Immunisation

Program (NIP) Schedule.

THE APPROVED PROVIDER / NOMINATED SUPERVISOR WILL:

e ensure that obligations under the Education and Care Services National Law and National Regulations
are met

e ensure educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy
and associated procedure

e ensure all new employees are provided with a copy of this policy as part of their induction process

e ensure information about immunisation, infectious diseases and exclusion periods is available to
families at time of enrolment/orientation and is included in the Family Handbook

e request families to provide an AIR Immunisation History Statement or an AIR Immunisation History
Form (for a child on an approved catch-up-schedule) prior to enrolment

e record in the immunisation register, children as ‘unimmunised’ if an AIR is not provided

e advise parents and families about the National Immunisation Program (NIP)

e review children’s immunisation regularly, updating the child’s records kept at the OSHC service

e develop a staff immunisation record that documents each staff member’s previous infection or
immunisation

e require all new and current staff to complete the staff immunisation record

e update staff immunisation records as staff become vaccinated
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e provide staff and families with information about vaccine-preventable diseases
e take all reasonable steps to encourage non-immune staff to be vaccinated
e document advice given to educators and other staff, and any refusal to comply with vaccination
requests
e notify the Public Health Unit of any outbreak of vaccine preventable diseases (1300 066 055)
e notify families when an outbreak of a vaccine-preventable disease occurs though various channels of
communication:
o verbally
o through a letter from the educator or approved provider
o posting a note or sign at the entry of the residence
o via electronic message- text message or email
e notify the regulatory authority of any incidence of a notifiable infectious illness or disease ACECQA

contact regulatory authority

e exclude any child who is not immunised from the OSHC Service if and when an outbreak of a vaccine-
preventable disease occurs to protect that child and to prevent further spread of infection. In the
instance of the child being immunised but the immunisation record has not been sighted by the
Service, the child is to be considered as not being immunised.

e advise any staff members who fall pregnant to discuss Cytomegalovirus during pregnancy (CMV) with

their doctor and inform management so that an individual risk assessment can be assessed and
managed. There is NO vaccination to prevent against infection with CMV. Occupational risks of CMV
in childcare should be managed and control measures implemented. CMV [see: Pregnancy in Early

Childhood Policy]

FAMILIES WILL:
e adhere to the OSHC Service’s policies regarding Dealing with Infectious Diseases, Immunisation,
Incident, Injury, Trauma and Sickness Policies and exclusion requirements
e provide the OSHC Service with a copy of one or more of the following documents upon enrolment
o an Australian Immunisation Register (AIR) Immunisation History Statement which shows that the
child is up to date with their scheduled vaccinations; or
o an AIR Immunisation History Form on which the immunisation provider has certified that the
child is on a recognised catch-up schedule; or
o an AIR Immunisation Medical Exemption Form which has been certified by a GP
e provide the OSHC service with an updated copy of their child’s current immunisation record when

the next scheduled immunisation has been completed

4  Lockhart Shire Council, Childcare Centre Desktop ©2024 — Immunisation Policy


https://www.acecqa.gov.au/help/contact-your-regulatory-authority
https://www.acecqa.gov.au/help/contact-your-regulatory-authority
https://www.pregnancybirthbaby.org.au/cytomegalovirus-cmv-during-pregnancy

The RockOOSH

e complete their child’s immunisation schedule
e support their child’s exclusion from the Service if there is an outbreak of a vaccine preventable
disease at the OSHC Service or if they come into contact with a person with a vaccine preventable

disease, even if there is no outbreak at the Service or Primary School.

INFORMATION TO BE DISPLAYED IN SERVICE

PHONE
INFORMATION WEBSITE/INFORMATION
NUMBER

The National Immunisation | https://beta.health.gov.au/initiatives-and-

. } L 1800 020 103
Program (NIP) Service programs/national-immunisation-program

Notify local Public Health Unit

£ an infecti Provide information to families about the infectious
occurrence of an infectious disease- 1300 066 055

Notification of an

disease/vaccine ) ) ) ) )
) Children unimmunised against vaccine preventable
preventable disease )
diseases must be excluded from care

In the event of a community spread virus- (COVID-19)
Australian Government publications from Government agencies will be displayed 1800 020 080
Department of Health https://www.health.gov.au/resources/collections/coronavi

rus-covid-19-campaign-resources

AUSTRALIAN GOVERNMENT DEPARTMENT OF HEALTH- IMMUNISATION SAVES LIVES
Currently there are different immunisation requirements for early childhood education and care services
across states and territories. OSHC Services who operate as part of an approved ECEC service may need

to ensure information on immunisation requirements as available to all families and updated as required.

New South Wales (NSW)

The National Immunisation Program (NIP) Schedule TO BE DISPLAYED IN THE SERVICE can be accessed
and downloaded from: https://www.health.gov.au/resources/publications/national-immunisation-

program-schedule-portrait

e NSW Health Phone number: 02 9391 9000

e Local NSW Public Health Unit Contact Details:
http://www.health.nsw.gov.au/Infectious/Pages/default.aspx

e NSW Health Immunisation Schedule
https://www.health.nsw.gov.au/immunisation/Pages/immunisation-providers.aspx

e Immunise Australia National Hotline: 1800 671 811

e Australian Government, Department of Human Services:

e https://www.humanservices.gov.au/individuals/online-help/medicare/getting-your-immunisation-

history-statement-using-your-medicare-online-account
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RESOURCES
AIR General Enquiries line 1800 653 809
Australian Government Services Australia Australian Immunisation Register

https://www.servicesaustralia.gov.au/individuals/services/medicare/australian-immunisation-register

NSW Government Immunisation Enrolment Toolkit

Sharing Knowledge About Immunisation. (2020). http://talkingaboutimmunisation.org.au/

Time Out Brochure Why do | need to keep my child at home?

CONTINUOUS IMPROVEMENT/REFLECTION
The Immunisation Policy will be reviewed on an annual basis in conjunction with children, families, staff,
educators and management.

SOURCES

Australian Children’s Education & Care Quality Authority. (2014).

Australian Children’s Education & Care Quality Authority. (2023). Guide to the National Quality Framework.
Australian Government. Department of Health (2019). National Immunisation Strategy for Australia 2019-2024
https://www.health.gov.au/sites/default/files/national-immunisation-strategy-for-australia-2019-2024 0.pdf
Australian Government Department Of Health National Immunise Program: https://www.health.gov.au/initiatives-

and-programs/national-immunisation-program

Australian Government. Services Australia. Australian Immunisation Register

Australian Government. Services Australia. (2023). Immunisation requirements

Australian Government. Services Australia: How to get immunisation statements

Australian Government Department Of Health National Immunise Program: https://www.health.gov.au/initiatives-

and-programs/national-immunisation-program

Early Childhood Australia Code of Ethics. (2016).

Education and Care Services National Law Act 2010. (Amended 2023).
Education and Care Services National Regulations. (Amended 2023).

Federal Register of Legislation Privacy Act 1988.
National Centre for Immunisation Research and Surveillance (NCIRS). No Jab No Play, No Jab No Pay:
https://www.ncirs.org.au/public/no-jab-no-play-no-jab-no-pay

National Health and Medical Research Council. (2013). Staying Healthy: Preventing infectious diseases in early
childhood education and care services (5th Ed.). Australia: Commonwealth of Australia. NSW Government. (n.d.).
NSW Public Health Act- NSW Government (2023) Questions and answers about vaccination requirements for child
care

Pregnancy Birth and Baby. Cytomegalovirus (CMV) during pregnancy.
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MEDICAL CONDITIONS POLICY

To support children’s wellbeing and manage specific healthcare needs, allergy or relevant medical
condition our Out of School Hours Care (OSHC) Service will work in accordance with the Education and
Care Services National Regulations to ensure hea 6lth related policies and procedures are implemented.
We aim to take every reasonable precaution to protect children’s health and safety by explicitly adhering
to individual medical management and risk management plans and responding to any emergency

situation should they arise.

NATIONAL QUALITY STANDARD (NQS)

QUALITY AREA 2: CHILDREN’S HEALTH AND SAFETY

2.1 | Health Each child’s health and physical activity is supported and promoted.
211 Wellbeing and Each child’s wellbeing and comfort is provided for, including appropriate
7| comfort opportunities to meet each child’s needs for sleep, rest and relaxation.

2.2 | Safety Each child is protected.

At all times, reasonable precautions and adequate supervision ensure

2:2.1| Supervision children are protected from harm and hazard.

EDUCATION AND CARE SERVICES NATIONAL LAW AND NATIONAL REGULATIONS

S. 165 Offence to inadequately supervise children

S. 167 Offence relating to protection of children from harm and hazards

S.172 Failure to display prescribed information

12 Meaning of a serious incident

85 Incident, injury, trauma and iliness policy

86 Notification to parent of incident, injury, trauma or illness
87 Incident, injury, trauma and iliness record

89 First aid kits

90 Medical Conditions Policy

90(1)(iv) | Medical Conditions Communication Plan

91 Medical conditions policy to be provided to parents

92 Medication record
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93 Administration of medication
94 Exception to authorisation requirement—anaphylaxis or asthma emergency
95 Procedure for administration of medication

136 First Aid qualifications

162 Health information to be kept in enrolment record
168 Education and care services must have policies and procedures
170 Policies and procedures are to be followed
173(2)(f) Prescribed information to be displayed- a notice stating that a child who has been

diagnosed as at risk of anaphylaxis is enrolled at the service

175 Prescribed information to be notified to Regulatory Authority

RELATED POLICIES

Acceptance and Refusal of Authorisations Policy Excursion/ Incursion Policy

Administration of Medication Policy Family Communication Policy

Asthma Management Policy Health and Safety Policy

Anaphylaxis Management Policy Incident, Injury, Trauma and lliness Policy
Celebrations Policy Nutrition Food Safety Policy

Child Safe Environment Policy Privacy and Confidentiality Policy

Dealing with Infectious Diseases Policy
Diabetes Management Policy
Enrolment Policy

Epilepsy Management Policy

Record Keeping and Retention Policy

Supervision Policy
Work Health and Safety Policy

PURPOSE

The Education and Care Services National Regulations requires approved providers to ensure services
have policies and procedures in place for medical conditions. We aim to efficiently respond to and
manage medical conditions, health care needs or allergies of children and staff ensuring the safety and

wellbeing of all children, staff, families and visitors at our OSHC Service.

SCOPE
This policy applies to children, families, staff, educators, approved provider, nominated supervisor,

students, volunteers and visitors of the OSHC Service.

DUTY OF CARE
Our OSHC Service has a legal responsibility to take reasonable steps to ensure the health needs of

children enrolled in the service are met. This includes our responsibility to provide:
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a. asafe environment for children free of foreseeable harm and

b. adequate supervision of children at all times.

IMPLEMENTATION

We will involve all educators, families and children in regular discussions about medical conditions and
general health and wellbeing throughout our curriculum. Our OSHC Service is committed to adhering to
privacy and confidentiality procedures when dealing with individual health care needs, allergies or

relevant medical conditions.

There are a number of concerns that must be considered when a child with a diagnosed health care
need, allergy, or medical condition is enrolled at the service. Key procedures and strategies must be in
place prior to the child commencing at the Service to ensure their individual health, safety and wellbeing.
It is imperative that all educators and volunteers at the Service follow a child’s medical management plan

in the event of an incident related to a child’s specific health care need, allergy, or medical condition.

THE APPROVED PROVIDER/NOMINATED SUPERVISOR WILL ENSURE:

e ensure obligations under the Education and Care Services National Law and National Regulations are
met

e all educators, staff, students and volunteers have knowledge of and adhere to this policy and
relevant health management policies (Asthma Management Policy/ Anaphylaxis Management
Policy/Diabetes Management Policy)

e all staff, educators, students, visitors and volunteers have knowledge of and adhere to this policy

e all enrolment forms are reviewed to identify any specific health care need, allergy or medical
condition

e existing enrolment forms are reviewed, and parents contacted to confirm if the existing diagnosed
health care need, allergy or relevant medical condition still applies and whether any new needs have
been diagnosed

e parents are provided with a copy of the Service’s Medical Conditions Policy

e achildis not enrolled at, nor will attend the OSHC Service without a medical management plan and
prescribed medication by their medical practitioner. In particular, medication for life-threatening
conditions such as asthma, anaphylaxis or diabetes must be provided to the service each day [e.g.,
asthma inhalers, adrenaline auto injection devices or insulin]

e educators, staff and volunteers have a clear understanding of children’s individual health care needs,

allergy or relevant medical condition that may be ongoing or acute/short term in nature
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e new staff members are provided with induction and ongoing training to assist the nominated
supervisor, educators and other staff effectively

e all aspects of operation of the service must be considered to ensure inclusion of each child into the
program

e acommunication plan is developed in collaboration with the nominated supervisor and educators to
ensure communication between families and educators is on-going and effective

e staff are provided with annual ASCIA anaphylaxis e-training to provide consistent and evidence-based
approaches to prevention, recognition and emergency treatment of anaphylaxis [not mandated- best
practice]

e atleast one staff member or nominated supervisor is in attendance at all times with a current
accredited first aid certificate, emergency asthma management and emergency anaphylaxis
management certificate (as approved by ACECQA)

e educators and staff have a clear understanding about their role and responsibilities when caring for
children with a diagnosed health care need, allergy or relevant medical condition

e families provide required information on their child’s health care need, allergy or relevant medical
condition, including:

o medication requirements

o allergies

o medical practitioner’s contact details
o medical management plan

e amedical management plan has been developed in consultation with parents and the child’s medical
practitioner and provided to the service and/or
o anindividual Asthma or Anaphylaxis Action Plan is developed in consultation with parents and

the child’s medical practitioner e.g.: (ASCIA) or National Asthma Council of Australia
o anindividual Diabetes Management Plan is developed in consultation with parents and the
child’s medical practitioner

e arisk minimisation plan has been developed in consultation with parents and management prior to
the child commending at the service

e educators and staff will be informed immediately about any changes to a child’s medical
management plan, risk management plan

e torecord any prescribed health information and retain copies of medical management plan,
anaphylaxis management plan or asthma management plan and risk minimisation plan in the child’s
enrolment folder

e educators have access to emergency contact information for the child
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e casual staff are informed of children and staff members who have specific medical conditions, food
allergies, the type of condition or allergies they have, and the Service’s procedures for dealing with
emergencies involving allergies and anaphylaxis
e acopy of the child’s medical management plan is visibly displayed (in an area not generally

available to families and visitors) but known to staff in the OSHC Service with authorisation to
display obtained from parent/guardian

e procedures are adhered to regarding the administration of medication at all times

e medication self-administered by a child over preschool aged, is only permitted with written authority
signed by the child’s parent or other responsible person named and authorised in the child’s
enrolment record to make decisions about the administration of medication

e anotice is displayed prominently in the main entrance of the Service stating that a child diagnosed at
risk of anaphylaxis is being cared for or educated at the Service and providing details of the allergen/s
(Reg. 173).

e information regarding the health and wellbeing of a child or staff member is not shared with others
unless consent is provided in writing, or provided the disclosure is required or authorised by law
under relevant state/territory legislation (including Victoria- Child Information Sharing Scheme (CISS)
or the Family Violence Information Sharing Scheme (FVISS). See Child Protection Policy for further

information regarding legal obligations to sharing of information as per CISS or FIVSS schemes.)

FOLLOWING AN INCIDENT-EDUCATORS WILL ENSURE:

e inthe event that a high-risk scenario where a child suffers from a reaction, incident, situation, or
event related to a medical condition the Service and staff will follow the child’s emergency medical
management plan as per Reg. 90(1)(c)(ii)

e the first aid responder will commence first aid measures immediately as per the child’s medical
management plan

e urgent medical attention from a registered medical practitioner is contacted if required

e anambulance is called by dialling 000 if the child does not respond to initial treatment

e the nominated supervisor will contact the child’s parent/guardian or emergency contact when
practicable, but as soon as possible

e the approved provider/nominated supervisor will ensure the Incident, Injury, Trauma and lliness
Record is completed in its entirety

e the approved provider/nominated supervisor will notify the regulatory authority (within 24 hours) in

the event of a serious incident.
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MANAGEMENT OF ASTHMA, ANAPHYLAXIS AND DIABETES

For the management of Asthma, Anaphylaxis and Diabetes see individual Service policies and procedures.

COOK AND FOOD HANDLERS WILL ENSURE:

e to keep up to date with professional training to help manage food allergies in ECEC services

e practices and procedures are in place, and adhered to, in relation to safe food handling, preparation
and consumption of food

e any changes to children’s medical management plans or risk minimisation plans are implemented

immediately

FAMILIES WILL ENSURE:

e the OSHC Service enrolment form is completed in its entirety providing specific details about the
child’s medical condition

e they acknowledge they have received/or are provided access to the Service’s Medical Conditions
Policy and Administration of Medication Policy at time of enrolment

e they provide management with information about their child’s health needs, allergies, medical
conditions, and medication requirements on the enrolment form and through verbal
communication/meetings

e they provide the OSHC Service with a medical management plan prior to enrolment of their child
and/or
o anindividual Asthma or Anaphylaxis Action Plan
o anindividual Diabetes Management Plan

e they consult with management to develop a risk minimisation plan

e they notify the Service if any changes are to occur to the medical management plan or risk
minimisation plan through the Notification of Changed Medical Status form, email, communication
plan and/or meetings with the nominated supervisor

e they provide adequate supplies of the required medication and medication authorisation on an
Administration of Medication Record

e they provide any updated information relating to the nature of, or management or their child’s
diagnosed medical condition and associated health care provided by a medical practitioner

e notify the OSHC Service, verbally when children are taking any short-term medications AND children
will be self-administering

e they provide written authorisation for their child’s medical management plan to be displayed in the

OSHC service.
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SELF-ADMINISTRATION OF MEDICATION

A child over preschool age may self-administer medication under the following circumstances:

O

a parent or guardian provides written authorisation with consent on the child’s enrolment
form - administration of medication

medication is stored safely by an educator, who will provide it to the child when required

supervision is provided by an educator whilst the child is self-administering medication

an accurate record is made in the medication record for the child that the medication has

been self-administered.

MEDICAL MANAGEMENT PLAN

Any medical management plan provided by a child’s parents and/or registered medical practitioner

should include the following:

O

o

o

o

specific details of the diagnosed health care need, allergy or relevant medication condition
supporting documentation (if required)

a recent photo of the child

current medication and dosage prescribed for the child

if relevant, state what triggers the allergy or medical condition

first aid/emergency response that may be required

any medication that may be required to be administered in case of an emergency

further treatment or response if the child does not respond to the initial treatment

when to contact an ambulance for assistance

contact details of the medical practitioner who signed the plan

the date of when the plan should be reviewed

e acopy of the medical management plan will be displayed in areas for educators and staff to view

easily but are harder for the public to view to ensure privacy, safety and wellbeing of the child, the

OSHC Service must ensure the medical management plan remains current all times

e educators and staff are updated immediately about any changes to a child’s medical management

plan.

RISK MINIMISATION PLAN

All children with a diagnosed health care need, allergy or relevant medical condition must have a risk

minimisation plan in place. (Reg. 90(1)(c))
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The approved provider/nominated supervisor will arrange a meeting with the parents/guardian as soon
as the OSHC Service has been advised of the diagnosed health care need, allergy or medical condition.
During this meeting a risk minimisation plan will be developed in consultation with the parent/guardian
to ensure:
o thatthe risks relating to the child’s specific health care need, allergy, or medical condition are
assessed and minimised
o that practices and procedures in relation to the safe handling, preparation, serving, and
consumption of food are developed and implemented
o that the parents/families are notified of any known allergens that pose a risk to a child and
strategies for minimising the risk are developed and implemented
o practices are developed and implemented to ensure that all staff members and volunteers can
identify the child, the child’s medical management plan and the location of the child’s medication
o that the child does not attend the Service without medication prescribed by the child’s medical
practitioner in relation to the child’s specific health need, allergy or medical condition
o risk minimisation plan(s) are reviewed at least annually and/or revised with each change in the
medical management plan in conjunction with parents/guardians
o allrelevant information pertaining to the child’s health and medical condition is communicated
to parents at the end of each day by educators
o parents are notified by educators in advance of any special activities taking place such as
celebrations, sporting events or excursions so plans of safe inclusion can be developed
o appropriate hygiene practices are followed by educators when managing medical conditions in

accordance with the Dealing with Infectious Diseases Policy.

COMMUNICATION PLAN
The communication plan explains how relevant staff members and volunteers are informed about the
medical management and risk management plans and how the parent of the child can communicate any

changes to the diagnosed health care need, allergy or medical condition.
A communication plan will be created after the meeting with the parents/guardian to ensure:

o all relevant staff members, students and volunteers are informed about the Medical Conditions

Policy, the medical management plan and risk minimisation plan for the child; and
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o that an individual child communication book/document is created so that a parent can
communicate any changes to the medical management plan and risk management plan for the

child in writing.

Parents are required to notify the Service if any changes are to occur to the medical management plan or
risk minimisation plan through the Notification of Changed Medical Status form, email, communication

plan and/or meetings with the nominated supervisor.

At all times, families who have a child attending the OSHC Service who have a diagnosed healthcare
need, allergy or medical condition will be provided with a copy of this policy and other relevant policies

specific to their child’s health management and communication plans.

RESOURCES

ASCIA anaphylaxis e-training for schools and early childhood education/care

ASCIA plans for Anaphylaxis

Coeliac Australia

Cystic Fibrosis Australia

Diabetes Australia

National Asthma Australia

National Allergy Strategy

CONTINUOUS IMPROVEMENT/REFLECTION

Our Medical Conditions Policy will be reviewed on an annual basis in consultation with children, families,

staff, educators and management.

CHILDCARE CENTRE DESKTOP- RELATED RESOURCES

Administration of Medication Procedure Medication Update Letter to parents
Administration of Medication Form Medical Conditions Register
Authorisation to Display Medical Management Medical Management Plan
Plan Medical Risk Minimisation Plan
Managing a Medical Condition Procedure Notification of Changed Medical Status
Medical Communication Plan

SOURCES

Australian Children’s Education & Care Quality Authority. (2014).
Australian Children’s Education & Care Quality Authority. (2023). Guide to the National Quality Framework.
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Australian Children’s Education & Care Quality Authority (ACECQA). 2021. Policy and Procedure Guidelines. Dealing
with Medicals in Children Policy Guidelines.

Australian society of clinical immunology and allergy. ASCIA. https://www.allergy.org.au/hp/anaphylaxis/ascia-
action-plan-for-anaphylaxis

Early Childhood Australia Code of Ethics. (2016).

Education and Care Services National Law Act 2010. (Amended 2023).

Education and Care Services National Regulations. (Amended 2023).

Federal Register of Legislation Privacy Act 1988.

National Health and Medical Research Council. (2013). Staying Healthy: Preventing infectious diseases in early
childhood education and care services (5th Ed.). Australia: Commonwealth of Australia. NSW Government. (n.d.).
Occupational Health and Safety Act 2004.

Revised National Quality Standard. (2018).
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REST TIME POLICY

The United Nations Convention on the Rights of the Child states that all children and young people are
guaranteed the right “to rest and leisure, to engage in play and recreational activities appropriate to the age of
the child and to participate freely in cultural life and the arts”. (My Time, Our Place: Framework for School Age
Care in Australia, (V2.0) p. 5). Our Out of School Hours Care (OSHC) Service will cater for the needs of

individual children who may require a rest, or even a sleep, after a busy school day.

NATIONAL QUALITY STANDARD (NQS)

QUALITY AREA 2: CHILDREN’S HEALTH AND SAFETY

2.1 Health Each child’s health and physical activity is supported and promoted
211 Wellbeing and Each child’s wellbeing and comfort is provided for, including appropriate
o comfort opportunities to meet each child’s needs for sleep, rest and relaxation.

2.2 Safety Each child is protected.

At all times, reasonable precautions and adequate supervision ensure

2.2.1 | Supervision children are protected from harm and hazard.

QUALITY AREA 3: PHYSICAL ENVIRONMENT

3.1 Design The design of the facilities is appropriate for the operation of a service.

3.1.2 | Upkeep Premises, furniture and equipment are safe, clean and well maintained.

EDUCATION AND CARE SERVICES NATIONAL LAW AND REGULATIONS

Section 165 Offence to inadequately supervise children

Section 167 Offence relating to protection of children from harm and hazard
82 Tobacco, drug and alcohol-free environment
84A Sleep and Rest
84B Sleep and rest policies and procedures
84C Risk assessment for purposes of sleep and rest policies and procedures
103 Premises, furniture and equipment to be safe, clean and in good repair
105 Furniture, materials and equipment
110 Ventilation and natural light
115 Premises designed to facilitate supervision
168 Education and care service must have policies and procedures
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170 Policies and procedures to be followed

171 Policies and procedures to be available

172 Notification of change to policies or procedures

176 Time to notify certain information to Regulatory Authority

RELATED POLICIES

Administration of First Aid Policy Interaction with Children, Family and Staff Policy

Child Safe Environment Policy Physical Environment Policy
Respect for Children Policy

Enrolment Policy
Staffing Arrangements Policy

Death of a Child at the Service Policy
Family Communication Policy
Health and Safety Policy

Tobacco, Drug and Alcohol-Free Policy
Work Health and Safety Policy

PURPOSE

The Education and Care Services National Regulations requires approved providers and nominated
supervisors to ensure their services have policies and procedures in place for children’s sleep and rest
having regard to the ages, developmental stages and individual needs of the children. Our OSHC Service
will ensure that all children have appropriate opportunities to rest and relax in accordance with their
individual needs whilst attending the service. Our OSHC Service has a duty of care, to ensure we respect
and cater for each child’s specific needs and provide an environment that takes every reasonable

precaution from harm and hazard.

SCOPE
This policy applies to the approved provider, nominated supervisor, educators, staff, children, students,

volunteers and visitors of the Service.

IMPLEMENTATION

‘Children have different sleep, rest and relaxation needs. Children of the same age can have different
sleep patterns that nominated supervisors and educators need to consider within the OSHC Service. As
per Standard 2.1 (Element 2.1.1) of the National Quality Standard, each child’s comfort must be provided
for and there must be appropriate opportunities to meet each child’s sleep, rest and relaxation needs.’

(ACECQA)
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Our OSHC Service defines ‘rest” as a period of inactivity, solitude, calmness or tranquillity, and can include
a child being in a state of sleep. Considering the busy and energetic nature of a child’s day, we feel that it
is important for children to participate in a quiet/rest period after school if required, to rest, relax and

recharge their body.

Our OSHC Service will consult with families about their child’s individual needs, ensuring they are aware
of the different values and parenting beliefs, cultural or opinions associated with sleep/rest

requirements.

SLEEP AND REST SPECIFIC RISK ASSESSMENT
The approved provider, in conjunction with educators of the The RockOOSH Service, will conduct a
comprehensive risk assessment in order to identify any potential risk/s or hazards and ensure the safety

of all children during sleep and rest.

The risk assessment will be reviewed at least annually or after being aware of an incident or circumstance
where the health, safety or wellbeing of children may be compromised during sleep or rest. All risk
assessments will be regularly assessed and evaluated as to facilitate continuous improvement in our
service. If a risk concerning a child’s safety during sleep and rest is identified during the risk assessment,
the approved provider must update the Rest Time Policy and procedure as soon as possible. The risk

assessment must be stored safely and securely and kept for a period of 3 years.

Our risk assessment will consider and include the following information:

the number, age, developmental stages and individual needs of children

the sleep and rest needs of individual children being educated and cared for (including specific health

care needs, cultural preferences, sleep and rest needs of individual children and requests from

families about a child's sleep and rest)

« the suitability of staffing arrangements to adequately supervise and monitor children during sleep
and rest periods

o the level of knowledge and training of staff supervising children during sleep and rest periods

o the location of sleep and rest areas, including the arrangement of beds within the sleep and rest
areas

o the safety and suitability of beds and bedding equipment, having regard to the ages and

developmental stages of the children

e any potential hazards
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o insleep and rest areas
o ona child during sleep and rest periods (such as jewellery)
o the physical safety and suitability of sleep and rest environments (including temperature, lighting
and ventilation)

(ACECQA 2023)

THE APPROVED PROVIDER/NOMINATED SUPERVISOR WILL:

e ensure that obligations under the Education and Care Services National Law and National Regulations
are met

e ensure educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy
and associated procedure

e ensure families are aware of this Rest Time Policy

e conduct a sleep and rest specific risk assessment at least annually to ensure all protentional hazards
are controlled in sleep or rest areas in line with Red Nose and ACECQA guidelines

e take reasonable steps to ensure that children’s needs are being met by giving them the opportunity
to rest, having regard to the ages, developmental stages and individual needs of each child

e ensure the area for rest is well ventilated and has natural lighting

e ensure educators provide safe and adequate supervision when children rest their bodies

e provide information to educators and staff about evidence based safe sleep practices as
recommended by Red Nose (although school aged children are not considered high risk, these
practices should be known by all educators)

e ensure children who are sleeping or resting are closely monitored and that all sleeping or resting
children are within hearing range and observed. This involves physically checking/inspecting sleeping
children at regular intervals [10 minutes] and ensuring that they are always within sight and hearing
distance of sleeping and resting children so they can easily monitor a child’s breathing and the colour
of their skin. It is recommended that educators will not perform administrative duties that would
take their attention away from sleeping/resting children (Note: audio monitors or heart monitors do
not replace the need for physical checking/inspecting sleeping children)

e ensure educators, staff and volunteers follow the policy and procedures

e ensure sleep and rest environments will be safe and free from all hazards including cigarette and

tobacco smoke.
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EDUCATORS WILL:

e have a thorough understanding of the OSHC Service’s policy and practices and embed practices to
support safe sleep/rest into everyday practice

e consult with families about children’s rest needs and include children in decision making (children’s
agency)

e ensure children are provided with a high level of safety when (sleeping and) resting and every
reasonable precaution is taken to protect them from harm and hazard

e maintain adequate supervision and ratios throughout any rest period

e assess each child’s circumstances and current health to determine whether higher supervision levels
and checks may be required

e communicate with families about their child’s rest time and observed requirements

e encourage children to dress appropriately for the room temperature when resting. Lighter clothing is
preferable, with children encouraged to remove shoes, jumpers, jackets, hats and bulky clothing.

e monitor the room temperature to ensure maximum comfort for the children

e provide an environment that is free from cigarette or tobacco smoke

e opportunities are presented for rest and relaxation, as well as sleep if required

e consideration is made for each child’s sleep/rest needs- including the age of the child, medical
conditions, individual needs

e aquietareais provided for children to sleep/rest, away from the main group of children

e the designated rest area may include a cushion, bean bag or comfortable seat in a quiet section of
the care environment

e sleeping and resting children are monitored at regular intervals

e faces of sleeping children are uncovered when they are sleeping

e an educator is always within sight and hearing of sleeping and resting children so they can be
monitored (breathing patterns, colour of skin)

¢ light bedding is provided for children as required

FAMILIES WILL:
e beinformed during orientation of our Rest Time Policy and procedure
e be requested to provide educators with updates on their child’s individual need for rest (or sleep)

routines if applicable.

CONTINUOUS IMPROVEMENT/REFLECTION

Our Rest Time Policy will be reviewed on an annual basis in consultation with children, families, staff,
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educators and management.

Key terms
Term Meaning
ACECQA- Australian Children’s | The independent national authority that works with all regulatory
Education and Care Quality authorities to administer the National Quality Framework, including
Authority the provision of guidance, resources and services to support the

sector to improve outcomes for children.
Adequate supervision Adequate supervision means:
e that an educator can respond immediately, particularly when a

child is distressed or in a hazardous situation;
¢ knowing where children are at all times and monitoring their
activities actively and diligently

Continuous supervision Ensure an educator is in sight and hearing of a sleeping child at all
times- representing best practice (Red Nose)

Rest A period of inactivity solitude, calmness or tranquility and can include
a child being in a state of sleep.

Relaxation Relaxation or other activity for bringing about a feeling of calm in
your body and mind.

Red Nose Red Nose is Australia’s leading authority on safe sleep and safe
pregnancy advice.

CHILDCARE CENTRE DESKTOP- RELATED RESOURCES

Safe Sleep Practices Risk Assessment Action Plan

SOURCES

ACECQA. (n.d.). Safe sleep and rest practices: https://www.acecqga.gov.au/resources/information-sheets/safe-sleep-
and-rest-practices

ACECQA. (2023). Sleep and Rest for Children. Policy Guidelines.

Australian Children’s Education & Care Quality Authority. (2014).

Australian Children’s Education & Care Quality Authority. (2023). Guide to the National Quality Framework.
Australian Government Department of Education. My Time, Our Place- Framework for School Age Care in
Australia. V2.0, 2022

Early Childhood Australia Code of Ethics. (2016).

Education and Care Services National Law Act 2010. (Amended 2023).

Education and Care Services National Regulations (Amended 2023).

Revised National Quality Standard. (Amended 2023).

The NSW Work Health and Safety Act 2011

The NSW Work Health and Safety Regulation 2011
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VERSION NUMBER
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PHYSICAL ENVIRONMENT POLICY

The physical environment can contribute to children’s wellbeing, happiness, and creativity as well as
promoting the development of independence. It can contribute to and make visible the quality of
children’s learning and involvement in experiences. The choices made in an Outside School Hours Care
(OSHC) service about resources, materials, spaces, layout, air, and light in combination with access to a
range of experiences in the indoor and outdoor areas, have a direct impact on the quality of learning

opportunities available to children.

NATIONAL QUALITY STANDARD (NQS)

QUALITY AREA 2: CHILDREN’S HEALTH AND SAFETY

2.1 Health Each child’s health and physical activity is supported and promoted.
211 Wellbeing and Each child’s wellbeing and comfort is provided for, including appropriate
o comfort opportunities to meet each child’s needs for sleep, rest and relaxation.
Health L . . .
. Effective illness and injury management and hygiene practices are
2.1.2 | practices and .
promoted and implemented.
procedures
213 Healthy Healthy eating and physical activity are promoted and appropriate for
o Lifestyles each child.
2.2 Safety Each child is protected.

At all times, reasonable precautions and adequate supervision ensure

2.2.1 | Supervision children are protected from harm and hazard.

Incident and . o . .
Plans to effectively manage incidents and emergencies are developed in
2.2.2 | emergency . . - . .
consultation with relevant authorities, practiced and implemented.
management

QUALITY AREA 3: PHYSICAL ENVIRONMENT

Outdoor and indoor spaces, buildings, fixtures and fittings are suitable for

3.1.1 | Fitfor Purpose their purpose, including supporting the access of every child.

3.1.2 | Upkeep Premises, furniture and equipment are safe, clean and well maintained.

EDUCATION AND CARE SERVICES NATIONAL REGULATIONS

73 Educational programs
74 Documenting of child assessments or evaluations for delivery of educational program
75 Information about the educational program to be kept available
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76 Information about educational program to be given to parents
80 Weekly menu
82 Tobacco, drug and alcohol -free environment

84A Sleep and rest

86 Notification to parents of incident, injury, trauma and illness

98 Telephone or other communication equipment

99 Children leaving the education and care service premises

102 Authorisation for excursions

103 Premises, furniture and equipment to be safe, clean and in good repair
104 Fencing and security

105 Furniture, materials and equipment

106 Laundry and hygiene facilities

107 Space requirements—indoor

108 Space requirements—outdoor space

109 Toilet and hygiene facilities

110 Ventilation and natural light

111 Administrative space

113 Outdoor space—natural environment

114 Outdoor space—shade

115 Premises designed to facilitate supervision

123 Educator to child ratios- centre based services

156 Relationships in groups

168 Education and care service must have policies and procedures
170 Policies and procedures are to be followed
171 Policies and procedures to be kept available

RELATED POLICIES

Road Safety Policy

Rest Time Policy

Safe Storage of Hazardous Chemicals Policy
Sun Safety Policy

Water Safety Policy

Work Health and Safety Policy

Animal and Pet Policy

Child Safe Environment Policy
Educational Program Policy
Environmentally Responsible Policy
Health and Safety Policy
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PURPOSE

Our OSHC Service will ensure the environment is safe, clean, and well maintained for children, families,
educators, and visitors. Children’s awareness of the environment and sustainable practice will be
supported through daily practices, resources and interactions. The physical environment will support
children’s participation and engagement, development, learning, and safety, and will provide supervised
access to positive experiences and inclusive relationships. Our OSHC Service provides an environment

free from the use of tobacco, alcohol and illicit drugs.

SCOPE
This policy applies to children, young people, families, educators, staff, approved provider, nominated

supervisor, students, volunteers and visitors of the OSHC Service.

IMPLEMENTATION

Our Service is committed to providing an environment that promotes safety and enhances children’s

learning and development.

THE APPROVED PROVIDER, NOMINATED SUPERVISOR AND EDUCATORS’ RESPONSIBILITIES
INCLUDE THE FOLLOWING:

ENSURE THE PHYSICAL ENVIRONMENT IS DESIGNED TO:

e maximise children and young people’s engagement and positive experiences

e provide space where children can experience quality care in a safe and healthy environment

e meet licensing requirements for buildings, space requirements, fencing, light, ventilation, firefighting
equipment, emergency evacuation exits and safety glass for National Regulations, the Building Code
of Australia, Department of Planning and Environment, local councils and regulatory authorities

e provide adequate storage to meet the needs and requirements of the OSHC Service

e provide sufficient and accessible handwashing, toileting, eating and food preparation facilities

e ensure toileting and hand-washing facilities are accessible from both the indoor and outdoor
environments

e provide an area for managerial purposes, consultation with children’s parents and for private
conversations to occur (Reg. 111)

e incorporate natural and artificial lighting, appropriate ventilation, heating, cooling and fresh air into
the building/premises (Reg. 110)

e facilitate adequate supervision of children at all times
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e ensure safety and minimal disruption for children whilst playing

e ensure immediate communication is available at all times to and from parents and emergency
services (Reg. 98)

e provide different types of play to occur both in the indoor and outdoor areas (e.g., quiet play areas
and loud play areas)

e provide adequate shade for children in accordance with the recommendations of relevant authorities

e provide shade in the form of trees or physical shade structures

e provide a natural environment for children to explore and experience which may include plants,
trees, gardens, rock, mud and/or water

e ensure all required fencing is compliant with current regulations and is maintained to ensure it is in
good condition (including boundary fencing)

e provide a variety of indoor and outdoor experiences, catering for children’s interests and abilities

e provide a developmentally appropriate environment where children can explore, solve problems,
create, construct and engage in critical thinking

e provide an environment that permits children to participate in activities independently or in small
groups, and access resources autonomously

e ensure safety of children at all times. Play equipment must comply with playground standards- AS
4685-2014

e power points not in use have safety caps, all double adaptors and power-boards are out of reach of

children, and all electrical cords are secured and not dangling

CHOOSE APPROPRIATE RESOURCES AND EQUIPMENT:

e appropriately sized furniture and equipment will be provided in both the indoor and outdoor
environment for the age ranges represented in the OSHC service (K-6 years)

e resources will be adequate in number for the number of children and young people attending our
OSHC Service and be developmentally appropriate

e children will be supported to access appropriate furniture, resources, materials, toys and equipment
that encourage appropriate challenges and risk taking in accordance with their individual
developmental level

e specific equipment requirements of children with additional needs will be catered for to ensure an
inclusive environment

e resources and equipment will be chosen to reflect the cultural diversity of the OSHC Service’s
community and the cultural diversity of contemporary Australia, including the incorporation of the

Aboriginal and Torres Strait Islander community
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e large purchases of equipment will be the responsibility of the approved provider and where required,
consultation with school management will be sought

e the nominated supervisor is responsible for consumables and the daily running purchases of the
OSHC service

e educators will provide ideas for equipment and materials purchase based on the needs and interests
of children attending the OSHC service

e educators will complete a log of equipment that needs maintenance on a prioritised basis for the
nominated supervisor

e children and young people’s ideas and suggestions in planning the indoor and outdoor environments
will be facilitated

¢ children will be encouraged to make decisions about the use of equipment and resources

e the OSHC Service will actively seek the input of parents/guardians regarding current interests of their
children so as to purchase appropriate toys and equipment

¢ climbing equipment will be installed according to manufacturers’ recommendations and compliant
with Australian Safety Standards. For example, incorporating soft fall materials wherever climbing
equipment is set up.

e incorporate commercial, natural, recycled, homemade, and real resources that can be used in a
variety of ways to encourage children’s learning and creativity

¢ educators will participate in on-going professional development in order to enhance children’s

learning and ensuring a safe and educational environment

REST ENVIRONMENT:
e educators will adhere to our Rest Time Policy

¢ provide an area/environment for children to rest and relax

REARRANGING, ADDING OR REMOVING FURNITURE:

e maintain a record of any changes that is made to the physical environment of the OSHC Service, such as
rearranging of rooms etc. to show continuous improvement [see: Record of Service Modifications]

e links between the arrangements and choice of resources and equipment and the children’s learning in

the program will be documented

ONGOING MAINTENANCE
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e the Service will continuously reflect on its environment and put in place a plan to ensure that the
environment reflects our ideology of providing an environment that is safe, stimulating, and engaging
for all who interact within it

e frequent risk assessments of the indoor and outdoor environment will be conducted to minimise risk
and hazards

e educators will complete an Outdoor Environment and Playground Safety Audit at least every six (6)
months

e the nominated supervisor will document required maintenance in a maintenance plan/log for the
Service as required. Repairs and maintenance will be conducted throughout the year according to
priority including, hazard removal, safety precautions and any relevant policies

e the approved provider/nominated supervisor is responsible for engaging an external expert to
complete a building safety checklist of the service

e the OSHC Service will have regular pest inspections carried out by an accredited pest control
company. Documentation of these inspections are kept on file at the school office and any further
recommended treatments as a result of the findings from the pest control check will be carried out in
a timely manner

e stay up to date with banned/recalled products and remove these immediately from the Service if

required.

GROUPING OF CHILDREN AND YOUNG PEOPLE
For the purposes of regulation 123 (1) (d), the educator to child ratio for children over preschool age at a

centre-based Service is 1 educator to 15 children.

DAILY SAFETY CHECKS

A daily inspection of the premises will be undertaken before children arrive. The Opening/Closing
Checklist and Outdoor Cleaning/Safety Checklist will be used as the procedure to conduct these safety
checks. A record of these will be kept by the OSHC Service. The approved provider/nominated supervisor
will make the appropriate arrangements to have any identified repairs carried out as soon as possible.

[See Resource Section of policy).

The inspection will include:
* service perimeters
o fences/fence Line

e gates
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e paths
e buildings
e all rooms/areas accessible by children

e fixed equipment

This must be completed to identify any dangerous objects in the grounds ranging from sharps to
poisonous or dangerous plants and animals. In the event of a sharp object being found (for example a
syringe) educators will wear gloves and use tongs to pick up the object and place it in the ‘sharp object
box’. This box will be disposed of as per the recommendations of our local council.

Similarly, trees in the grounds must be checked regularly for overhanging, dead, or dangerous looking

branches as well as checked for any infestations.

CLEANING OF BUILDINGS, PREMISES, FURNITURE AND EQUIPMENT

GENERAL CLEANING

e the OSHC Service will use structured cleaning schedules to ensure that all cleaning is carried out
regularly and thoroughly

e educators will clean the service at the end of each day and throughout the day as needed

e accidents and spills will be cleaned up as quickly as possible to ensure that the service always
maintains a high level of cleanliness and hygiene.

e educators and staff will adhere to our Health and Safety Policy.

WHEN PURCHASING, STORING AND/OR USING ANY DANGEROUS CHEMICALS, SUBSTANCES,

MEDICINES OR EQUIPMENT, OUR OSHC SERVICE WILL:

e ensure all procedures are followed to maintain a safe environment

e adhere to the Service’s Safe Storage of Hazardous Chemicals Policy

e adhere at all times to manufacturer’s advice and instructions when using products to clean furniture
and equipment at the service

e keep a register of all hazardous chemicals, substances and equipment used at the Service.
Information recorded should include where they are stored, their use, any risks, and first aid
instructions and the current SDS. The register will be readily accessible.

CHILDREN’S BATHROOM

e children will be actively supervised whilst accessing toilet facilities to ensure other children are safe

from harm
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educators will check the toilet facilities for safety and materials prior to commencement of daily
program

educators and other staff will encourage children to follow appropriate hygiene practices- hand
washing, not playing in bathrooms.

bathrooms will be cleaned at least daily and at other times as required by external cleaning
contractors

bathroom floors will be mopped at least daily by external cleaning contractors. However, if there is
an accident this will be promptly cleaned by educators

signage is to be used after mopping to ensure that children, educators and other staff and families
are aware that the floor is wet

educators are to ensure they follow the bathroom and toilet cleaning procedure when required

educators will complete the Bathroom Safety Audit [every 6 months].

MAINTENANCE OF FIRE EQUIPMENT

all fire equipment at our OSHC Service will be maintained as per the legal standards
external agencies will be employed to assist the OSHC Service with this maintenance and servicing via

the Department of Education

SUN PROTECTION

the OSHC Service will adhere to our Sun Safety Policy and procedures at all times

a combination of sun protection measures will be implemented whenever UV Index levels reach 3
and above

educators will continue to check the UV rating prior to going outdoors and as the heat increases
throughout the day (see Sun Safety Policy for further information)

temperature of outdoor equipment and surfaces will be monitored during the day to ensure the area

and equipment is safe for children to play (see: Daily Playground Surface Temperature Check)

WATER SAFETY

Regulations state that services in New South Wales are not permitted to have pools unless they existed

on the premises before 6 November 1996. However, to stop accidents and illnesses relating to swimming

pools, wading pools, water troughs and other water situations our OSHC service will:

remove any items or objects that could be used to climb into the fenced area of a pool, trough, or
water storage unit e.g., chairs, bins, bikes, and any shrubs or overhanging trees
make sure no child swims in any water without:

o risk assessments being completed and approved by the approved provider

Childcare Centre Desktop ©2024 — Physical Environment Policy C h | d care iii
CENTRE DESKTOP



SUBMIT SERVICE TITLE HERE

o written permission from family member to learn water safety and swimming

o appropriate educators/child ratios in place

o having sufficient numbers of educators present who have first aid or recognised water safety and
rescue procedures.

e atall times children near water are closely supervised. A child will never be left unattended near any
water

e staff will ensure that all water containers are made inaccessible to children and also make sure
children’s play areas are safely fenced off from water hazards such as rivers, dams, creeks, lakes,
irrigation channels, wells etc.

e all wading pools/water troughs etc. will be immediately emptied after every use: storage will prevent
the collection of water e.g., upright/inverted. The grounds will also be checked after rain or watering
and water that has collected in holes or containers will be emptied/removed.

e wading/water troughs are hygienically cleaned, disinfected, and chlorinated appropriately:

o on a daily basis remove leaves and debris, hose away surface dirt and scrub inside with
disinfectant

o wash away disinfectant before filling trough.

SERVICE CLOSURE

educator/s are to check the entire premises to ensure that all children and families have departed by

checking sign in and out sheets

e educator/s must sign the sign in and out sheets confirming all children are signed out

e educator/s are to follow service-closing procedures each night (see: Opening/Closing Checklist)

e inthe case where a parent has omitted to sign their child out, and the educators did not witness the
child leave the Service, the educator/s must take every step to get in contact with the parent to
ensure the child has safely left the OSHC Service

e if unable to contact the family, the educators are to contact other educators present on that day for
confirmation that the child has been collected. The nominated supervisor is to then be notified
before leaving the OSHC Service.

e all visitors to the OSHC must sign in upon arrival and sign out when they leave details of absences

during the day must also be recorded.

OSHC SERVICES LOCATED ON SCHOOL PREMISES
[Services that are set up on school grounds at the beginning of each session with resources maintained

and stored by the OSHC Service.]
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Approved providers and nominated supervisors must ensure school grounds meet all National
Regulations and Education and Care Services National Law Act 2010, licensing, Building Code of Australia,
Dept of Planning and Environment, local Council and Regulatory Authorities for an OSHC Service and

continuously remain compliant at all times with all regulatory authorities.

Approved providers and nominated supervisors must meet all requirements of an OSHC Service and
ensure the Service maintains access to sufficient storage, equipment, food and hygiene facilities.
These requirements are maintained through strong and healthy communication with representatives
from the school and the school office administration. A license agreement between the OSHC Service
and school representative will be developed prior to education and care being provided at the OSHC

Service which sets clear expectations and formalises the working relationship.

The approved provider and nominated supervisor will ensure:

e communication between the Service and School must be regular and maintained for all managerial
requirements

e an emergency contact of a representative from the school is available for the responsible person at
the OSHC Service

e teachers share information about children’s requirements for the day

e the school office/teacher issue an absence list at the start of each session and advise if anyone will be
leaving early or arriving late due to school commitments

e all regulatory documents and posters are in the correct position and have not been removed by the
school, and any notice boards are positioned in correct place on arrival and packed away on
departure

e supervision plans displayed in building and grounds are displayed and not removed

e amaintenance book is completed for any building and ground repairs, hazard and risk rating included
and to be kept and shared with school periodically or immediately if risk rating is high

e that all equipment used on the premises is maintained and in good repair, a maintenance of
equipment record is kept with risk rating

e all resources used are owned by the OSHC Service

e items borrowed for special occasions with school permission are inspected prior and after use and
any maintenance recorded. A risk assessment may be required to be made before use for some

items, such as a microphone or BBQ
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e schools planning any activity restricting use of normal areas to be used by the Service, such as the
school hall, need to be given with two weeks prior notice. A suitable alternative arrangement needs
to be made that meet all regulations for an OSHC Service

e outdoor play environments are planned and educators are positioned to ensure effective supervision
is maintained whilst children are transitioning between indoor/outdoor learning environments and
accessing toilets

e anidentifying uniform or safety vest is worn by educators so children can quickly identify educator in
the school environment in an emergency

e internet access must be established with the school either by using the school internet service or a
separate internet provider established

e areas of OSHC Service and outside grounds are found and left in a safe, clean, tidy and hygienic state

e use of school bins and rubbish collection is to be discussed and prearranged with the school

e all equipment to be stored away correctly at the end of each session to ensure no safety hazard left
for school

e furniture and equipment to be transported between storage and the education environment will be

fixed with castors.

CONTINUOUS IMPROVEMENT/REFLECTION

The Physical Environment Policy will be reviewed on an annual basis in conjunction with children,

families, educators, staff and management.

CHILDCARE CENTRE DESKTOP - RELATED RESOURCES

Bathroom Safety Audit Outdoor Environment and Playground Safety
Daily Playground Surface Temperature Check Audit
Equipment and Maintenance Record Outdoor Cleaning/Safety Checklist
Equipment and Resource Audit Physical Environment Audit
Hazardous Substances Register Record of Service Modifications
Opening/Closing Checklist Visitor sign in/sign out record

SOURCES

Australian Children’s Education & Care Quality Authority. (2014).
Australian Children’s Education & Care Quality Authority. (2023). Guide to the National Quality Framework.
Cancer Council NSW: https://www.cancercouncil.com.au

Cancer Council Australia. Be SunSmart. https://www.cancer.org.au/cancer-information/causes-and-prevention/sun-

safety/be-sunsmart
Education and Care Services National Law Act 2010. (Amended 2023).
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KidSafe Australia: https://kidsafe.com.au

National Health and Medical Research Council. (2013). Staying healthy: Preventing infectious diseases in early
childhood education and care services.

NSW Government Kids and Traffic Early Childhood Road Safety Education Program
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INTERACTIONS WITH CHILDREN, FAMILIES & STAFF
POLICY

My Time, Our Place (MTOP) identifies secure, respectful, and reciprocal relationships with children as one
of the principles that underpin practice. Within our Out of School Hours Care (OSHC) community many
different relationships are negotiated with and between children, educators, and families. The way in
which these relationships are established and maintained, and the way in which they remain visible
impacts on how our community functions as a whole. Relationships directly affect how children form

their own identity, whether or not they feel safe and supported, and ultimately, their sense of belonging.

NATIONAL QUALITY STANDARD (NQS)

QUALITY AREA 5: RELATIONSHIPS WITH CHILDREN

Relationships between Respectful and equitable relationships are maintained with each

>1 educators and children | child.

" Responsive and meaningful interactions build trusting
Positive educator to . ) . }
511 L ) relationships which engage and support each child to feel secure,
child interactions . .
confident and included.

Dignity and rights of the

>1.2 child

The dignity and rights of every child are maintained.

Relationships between Each child is supported to build and maintain sensitive and

22 children responsive relationships.

Children are supported to collaborate, learn from and help each

5.2.1 | Collaborative learning other.

QUALITY AREA 6: COLLABORATIVE PARTNERSHIPS WITH FAMILIES AND COMMUNITIES

Supportive . . . .
pp. . . Respectful relationships with families are developed and
6.1 | relationships with N . , . .
. maintained and families are supported in their parenting role.
families
611 Engagement with the Families are supported from enrolment to be involved in the
o service service and contribute to service decisions.

Parents views are The expertise, culture, values and beliefs of families are
6.1.2 respected, and families share decision-making about their child’s
respected i .

learning and wellbeing.
Current information is available to families about the service and
6.1.3 | Families are supported | relevant community services and resources to support parenting
and family wellbeing.

1 Lockhart Shire Council, Childcare Centre Desktop ©2024 — Interactions with children, families & staff policy



The ROckOOSH

EDUCATION AND CARE SERVICES NATIONAL LAW AND REGULATIONS

S.166 Offence to use inappropriate discipline

73 Educational program
84 Awareness of child protection law
115 Premises designed to facilitate supervision

117A Placing a person in day-to-day charge

118 Educational leader
123 Educator to child ratios-centre-based services
126 Centre-based services- general educator qualifications

145 Staff record

155 Interactions with children

156 Relationships in groups

157 Access for parents
168 Education and care services must have policies and procedures
170 Policies and procedures to be followed

RELATED POLICIES

Governance Policy
Management Committee Policy
Orientation of Families Policy
Open Door Policy

Privacy and Confidentiality Policy
Relief Staff Policy

Respect for Children Policy
Social Media Policy

Staffing Arrangement Policy
Student and Volunteer Policy
Supervision Policy

Behaviour Guidance Policy

Child Protection Policy

Child Safe Environment Policy

Code of Conduct Policy

Dealing with Complaints Policy

Delivery of Children to, and Collection from and
Education and Care Service Premises
Educational Program Policy

Enrolment Policy

Family Communication Policy

PURPOSE
We aim to build positive relationships with children, families, and educators through collaboration and
interactions, which is reflective of our Out of School Hours Care (OSHC) Service philosophy and the My

Time, Our Place Framework (V2.0). Educators will encourage positive relationships between children and
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their peers as well as with educators and families at the Service, ensuring children feel safe and

supported.

SCOPE

This policy applies to children, families, staff, the approved provider, nominated supervisor, students,

volunteers and visitors of the OSHC Service.

IMPLEMENTATION
Under the Education and Care Services National Regulations, the approved provider must ensure that
policies and procedures are in place for interactions with children (Regulation 168) and take reasonable

steps to ensure those policies and procedures are followed.

To build and maintain positive and respectful relationships with children, families, and educators our
OSHC Service will adhere to our statement of philosophy and the ACA Code of Ethics. We aim to provide
a child safe culture where our values and practices that guide the attitudes and behaviour of all staff are
guided by the National Principles for Child Safe Organisations and the implementation of the Child Safe

Standards.

INTERACTIONS WITH CHILDREN

Children need positive relationships with educators that are trusting and responsive to their individual
needs. Through these experiences and interactions children will develop a positive understanding of
themselves and feel a sense of belonging. We promote a respectful, child safe culture where children
concerns are always responded to, and children feel empowered to participate in decisions and provide

feedback to educators and staff.

THE APPROVED PROVIDER/ NOMINATED SUPERVISOR WILL:

e ensure obligations under the Education and Care Services National Law and National Regulations are
met

e ensure educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy
and procedure

e ensure all new employees, students and volunteers are provided with a copy of this policy as part of
their induction process

e create a welcoming and relaxed atmosphere in which children experience equitable, friendly and

genuine interactions with all educators
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meet educator to child ratio and qualification requirements

ensure all educators and staff have undertaken current child protection legislation training including
mandatory reporting requirements and obligations

ensure that no child is subjected to any form of corporal punishment or any discipline that is

unreasonable or inappropriate in the circumstances (S. 166 National Law)

EDUCATORS WILL:

role-model appropriate language and behaviour

support children to be aware of their own feelings as well as the feelings of others

encourage children to treat all other children with respect

provide children with the opportunity to explore their dispositions for learning by expressing
themselves and their opinions

ensure children are aware of how to raise concerns or provide feedback

respond or report to children about how their feedback has been acted upon

assist the children to build resilience and self-assurance through positive interactions

guide children’s behaviour positively

respect the rights, dignity and agency of children (United Nations Convention on the Rights of the
Child)

support children within the OSHC learning environment

provide appropriate supervision so children feel safe in their interactions with other children

speak to children in a positive manner at all times, promoting respect, tolerance and empathy,
including the use of non-verbal cues and communication

engage in meaningful, open interactions that support the acquisition of skills for life and learning of
children

respect each child’s uniqueness, be attuned to, and respond sensitively and appropriately to
children’s efforts to communicate and use the child’s own language, communication styles, and
culture to enhance interactions

listen to children and take them seriously; support and encourage children to use appropriate
language in their interactions with adults and peers. Educators will extend upon children’s interests
and ideas through questions and discussions, supported and made visible in observations, reflections,
and programming.

understand their reporting requirements and respond to any incident, disclosure or suspicion of child

abuse or harm
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e communicate with children by getting down to their level, using eye contact, and showing respect to
the child whilst engaging in and promoting effective communication

e show empathy to children

e ensure that the values, beliefs, and cultural practices of the child and family are considered and
respected (Reg. 155)

e ensure that no child is ever isolated for any reason other than illness, accident or pre-arranged
appointment with parental consent. During this time, they will be under adult supervision.

e regularly reflect on their relationships and interactions with children and how these can be improved
to benefit each child

e facilitate children’s individual development extending upon their strengths, interests and abilities

INTERACTIONS WITH FAMILIES

Effective communication is the key to developing and maintaining positive interactions and relationships
with others and helps to build trusting and respectful partnerships with families. Educators use positive
and open communication with families and siblings in order to create a responsive and inclusive
environment for children, staff and families. Interactions with families help to inform educators’
knowledge of each child’s distinctive interests, skills cultures and abilities. This helps to build a positive
experience and a safe learning environment that encourages children to expand their knowledge and

understandings.

APPROVED PROVIDER/ NOMINATED SUPERVISOR AND EDUCATORS WILL ENSURE:

e all families are treated equitably without bias or judgement, recognising that each family is unique

e families are provided with information and resources in their first language

e families are asked to identify a preferred method of regular communication with the Service (this
may include utilising a translator service)

e families and children are greeted upon arrival in a respectful manner

e they learn the names of family members and use these names when they greet them

e two-way communication is established through leading by example and asking questions and a
willingness to offer information about ourselves

e common terminology (not jargon) is used when talking to parents regarding their child’s
development

e privacy and confidentiality are respected at all times

¢ information about another child or family information is never discussed with a parent or visitor

5 Lockhart Shire Council, Childcare Centre Desktop ©2024 — Interactions with children, families & staff policy



The ROckOOSH

e they remain sensitive to cultural differences amongst families and encourage families to share
cultural aspects with the children and educators at the service

e the advice and opinion from other professional experts are requested, with parental permission, to
assist educators develop and implement strategies to support the inclusion of children with
additional needs

e they seek additional resources and professional support for families through a range of organisations
such as KU Inclusion Support, Area Health and other specific health professional networks

e verbal communication is always open, respectful and honest

e families are provided with up-to-date service information and notices through Daily Reports,
newsletters, communal notice boards, emails and sign-in sheets.

e they regularly reflect on parent input into the program and make changes where necessary that will
best benefit the service and children

e connections between families are promoted and enhanced through inviting families to participate in
routines and events at the OSHC Service

e families are aware of our complaint handling process- (Dealing with Complaints Policy)

e any gift (including cash money) received by a family is to be declared to management

e any bribe or gift received by a family that may influence or appear to influence a decision or action is

to be declined and reported to management.

INTERACTIONS WITH STAFF AND EDUCATORS

The OSHC Service recognises that the way educators interact with each other has an effect on the
interactions they have with children and families. Educators working within our OSHC Service are
required to demonstrate mutual respect towards each other and value the contributions made by each
educator. This enables our OSHC Service to maintain positive relations and model the type of

communication they want children to develop.

TO MAINTAIN PROFESSIONALISM AT ALL TIMES, EDUCATORS WILL:

e engage in professional communication in order to create an effective work environment and to build
a positive relationship with educators, children and families. Communication amongst colleagues
creates a positive atmosphere and a professional image for families. Communication between staff
and families ensures that important information is being passed on consistently.

e champion a child safe culture through their attitudes, behaviours and actions

e collaborate together as a team sharing room roles and responsibilities through the use of a roster

where necessary
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e be respectful when listening to each other’s point of view and ideas

e maintain effective communication to ensure that teamwork occurs

e use staff meetings to communicate their professional reflections and ideas for continuous
improvement as a team

e attend in-service training to update and refresh and add to individual skills and knowledge

e keep up to date with current legislation to child protection including mandatory reporting
requirements — (Child Protection, Reportable Conduct Scheme)

e refer to the Dealing with Complaints Policy (Staff) /Procedure if they feel a situation with another
educator is not being handled with professionalism, respect, and fairness

e recognise each other’s strengths and value the contribution each person makes to different work
roles

e work collaboratively to reach decisions which will enhance the quality of the education and care
offered at the OSHC Service

e welcome diverse views and perspectives

e work together as a team and engage in open and honest communication at all times

e respect each other’s positions and opinions

e develop and share networks and links with other agencies

e resolve differences promptly and positively and use the experience to develop more effective

methods of working together.

TO MAINTAIN PROFESSIONALISM AT ALL TIMES, MANAGEMENT WILL:

e provide new educators with relevant information about the OSHC Service and program through a
Staff Handbook, induction, and daily communication

e treat educators with respect

e Dbe sensitive to the feelings and needs of educators

e provide constructive feedback to educators as part of their professional learning plan support

e value the role and contribution of each educator

e demonstrate commitment to ongoing collaboration and engagement to support staff wellness

e provide opportunities for all educators to have input into the program development and evaluation

e appreciate and utilise educator skills and interests

e provide support, assistance and mentoring to educators

e hold regular educator meetings to encourage and support professional growth and reflective practice

e use appropriate conflict resolution techniques to solve problems
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e ensure policies and procedures are up to date regarding communication, expected behaviour and
grievances

e provide opportunities for professional development.

TO ENHANCE COMMUNICATION AND TEAMWORK, EDUCATORS WILL:

e maintain privacy and confidentiality

e be respectful, caring and inclusive of all colleagues

e be sensitive to the feelings and needs of other team members

e support colleagues during difficult situations

e provide constructive feedback to each other

e trust each other

e value the role and contribution of colleagues

e appreciate and utilise colleague skills, strengths and interests regardless of qualification and
experience

e provide support and assistance to each other

e share responsibilities

e have a flexible attitude towards team roles and responsibilities

e greet each other by name

e show genuine interest in the other person by using active and reflective listening

e communicate ideas and opinions clearly and professionally

e use a communication book or daily diary to pass on messages and record relevant information

e use appropriate conflict resolution techniques to solve problems

e engage in opportunities for professional development.

CONTINUOUS IMPROVEMENT/REFLECTION
Our Interaction with Children, Families and Staff Policy will be reviewed on an annual basis in consultation

with children, families, staff, educators and management.

SOURCES

Australian Children’s Education & Care Quality Authority. (2014).

Australian Children’s Education & Care Quality Authority. (2023). Guide to the National Quality Framework.
Australian Children’s Education & Care Quality Authority. (2021). Policy and Procedure Guidelines- Interactions with
Children

Australian Human Rights Commission. Child Safe Organisations. https://humanrights.gov.au/our-work/childrens-
rights/projects/child-safe-organisations

Child Australia Cultural Connections Booklet. (2017).
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Early Childhood Australia Code of Ethics. (2016).

Australian Government Department of Education (2022). My Time, Our Place- Framework for School Age Care in
Australia. V2.0

Education and Care Services National Law Act 2010. (Amended 2023).

Education and Care Services National Regulations. (Amended 2023).

NSW Department of Education. (2021). Implementing the Child Safe Standards: A quide for early childhood
education and outside school hours care services.
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RESPECT FOR CHILDREN POLICY

Within an Out of School Hours Care community, many different relationships are negotiated with and
between children, educators and families. The way in which these relationships are established and
maintained, and the way in which they remain visible, impacts on how the early childhood community
functions. Relationships directly affect how children form their own identity, whether they feel safe and

supported, and ultimately, their sense of belonging.

NATIONAL QUALITY STANDARD (NQS)

QUALITY AREA 5: RELATIONSHIPS WITH CHILDREN

Relationships
51 between educators
and children

Respectful and equitable relationships are maintained with each
child.

- Responsive and meaningful interactions build trusting relationships
Positive educator to

51.1 Gy ) which engage and support each child to feel secure, confident and
child interactions included

Dignity and rights of

5.1.2 the child The dignity and rights of every child are maintained.
59 Relationships Each child is supported to build and maintain sensitive and
' between children responsive relationships.
5.2.1 | Collaborative learning Children are supported to collaborate, learn from and help each
other.
Each child is supported to regulate their own behaviour, respond
5.2.2 | Self-Regulation appropriately to the behaviour of others and communicate

effectively to resolve conflicts.

EDUCATION AND CARE SERVICES NATIONAL LAW AND NATIONAL REGULATIONS

73 Educational program
84 Awareness of child protection law
115 Premises designed to facilitate supervision

117A Placing a person in day-to-day charge

118 Educational leader
123 Educator to child ratios
126 Centre-based services- general educator qualifications

145 Staff record

155 Interactions with children
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156 Relationships in groups

157 Access for parents
168 Education and care services must have policies and procedures
170 Policies and procedures to be followed

RELATED POLICIES

Additional Needs Policy
Anti-Bias and Inclusion Policy
Celebrations Policy

Child Protection Policy

Child Safe Environment Policy
Children’s Belongings Policy
Clothing Policy

Dealing with Complaints Policy

Educational Program Policy

Family Communication Policy

Gender Equity Policy

Interactions with Children, Family and Staff Policy
Medical Conditions Policy

Photograph Policy

Privacy and Confidentiality Policy

PURPOSE

The 8 Principles that underpin practice within the My Time Our Place Framework (MTOP) (V2.0). are
focussed on assisting children to make progress in relation to Learning Outcomes. One key principle is
Secure, respectful and reciprocal relationships. Our Service Philosophy guides our interactions and
relationships with children. We aim to ensure all educators develop positive relationships with children

based on respect and fostering children’s self-esteem, self-reliance, self-expression and development.

SCOPE

This policy applies to children, families, staff, educators, approved provider, nominated supervisor,

students, volunteers and visitors of the OSHC Service.

IMPLEMENTATION

All children have a right to feel accepted and respected. This is a principle set out in the United Nations
Convention on the Rights of the Child. The Convention emphasises the importance of children developing
connections to culture and community as a means of fostering a strong sense of personal identity and
belonging. Our OSHC Service is committed to ensuring all educators and staff are aware of the UNCROC
and to educate children on their rights while encouraging children to participate in decisions which affect

them within our Service.
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Our OSHC Service is dedicated to protecting children from abuse and neglect and promotes a child safe
environment, maintaining children and young people’s safety and wellbeing. We promote cultural safety
for Aboriginal children, cultural safety for children from culturally and/or linguistically diverse
backgrounds, and to providing a safe environment for children with a disability. We aim for children to
feel safe and secure and we believe in forming strong attachments and connections with educators,

children and families at the OSHC Service.

Educators employed at the OSHC Service will use implemented teaching techniques and strategies to
establish secure, respectful and reciprocal relationships with children and their families. Educators and
staff are respectful of diversity and are culturally responsive, respecting multiple cultural ways of

knowing, doing and being and celebrate the benefits of diversity. (MTOP, V2.0.)

By respecting diversity, educators value and reflect the practices, values and beliefs of families within the
curriculum. Educators value children’s unique and diverse capacities and capabilities and respect families’

home lives. (MTOP (V2.0 2022). p. 15)

THE APPROVED PROVIDER/ NOMINATED SUPEVRISOR WILL:

e ensure obligations under the Education and Care Services National Law and Regulations are met

e ensure educators, staff, students and volunteers have knowledge of and adhere to this policy

e ensure educators provide a child safe environment at all times

e ensure minimum staff requirements are met including educator to child rations and staff
qualifications

e ensure all staff, educators and volunteers have completed child protection training including
mandatory reporting requirements

e ensure no child is subjected to any form of corporal punishment or inappropriate discipline

EDUCATORS WILL:

e provide a welcoming, child safe, inclusive and happy environment where children’s concerns are
always responded to

e embed Aboriginal and Torres Strait Islander perspectives in all aspects of the curriculum

e create an environment that is flexible and responsive to the strengths, culture, languages, interests
and capabilities of each child

e promote children’s bodily integrity (respecting their physical space and only using touch when
necessary and appropriate)

e support children’s consent by acknowledging and respecting a child’s right to refuse or say no
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e respect each child’s uniqueness, displaying appreciation and respect for children as individuals
e use a positive and non-threatening tone when interacting with children in all situations
e ensure mealtimes / snack times are relaxed and unhurried
e sit with children during mealtimes / snack times, engaging in respectful conversations
e never force a child to do something against their requests: This includes-rest, eat, participation in
group experiences and activities
* role model respect to children in everyday dealings with both adults and children
* endeavour to be aware of each individual child’s values, culture and feelings, and respond
appropriately
* respect and value diversity and not tolerate any discriminatory practices
» encourage children to initiate conversations about their experiences at home encouraging them to
express their ideas and feelings
« encourage children to request assistance when taking on new challenges, inspiring children’s
independence and confidence
« regularly reflect on their relationships and interactions with children and how these can be improved
to benefit each child
» inspire, encourage and accept each child and encourage them to do the same with their peers by
actively:
o fostering each child’s construction of a knowledgeable, confident self-identity.
o fostering each child’s comfortable, empathetic interactions with a diverse range of people.
o fostering each child’s critical thinking about bias, and to question and enquire.
o fostering each child’s ability to stand up for herself/himself and others in the face of bias
e respond respectfully and appropriately to children’s attempts as they participate and converse in
sustained conversation about their interests
e implement a predictable routine for children with interest-based activities and experiences
e provide a range of planned and spontaneous experiences for children to challenge and maximise
learning opportunities.
e use avariety of communication strategies inclusive of verbal and non-verbal cues to support the
development of relationships with children
e empower children to speak up and raise any concerns
e support children’s home language when communicating and interacting to build trust and positive
relationships
e respect children and families’ diversity and the development of cultural responsiveness within the

OSHC Service including LGBTIQA+ and gender diverse young people
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e support children and build secure attachments through a collaborative partnership with families

e encourage children to develop confidence in their ability to express themselves

e encourage children to work through differences appropriately and with guidance where necessary
e respect each child’s uniqueness and communicate that respect to the child

e ensure children are aware of how to raise concerns or provide feedback

e respond or report to children about how their feedback has been acted upon.

CONTINUOUS IMPROVEMENT/REFLECTION
Our Respect for Children Policy will be updated and reviewed annually in consultation with families, staff,

educators and management.

SOURCES

Australian Children’s Education & Care Quality Authority. (2024). Guide to the National Quality Framework.
Australian Children’s Education & Care Quality Authority. (2023). Policy and Procedure Guidelines- Interactions with
Children

Australian Human Rights Commission. Child Safe Organisations. https://humanrights.gov.au/our-work/childrens-

rights/projects/child-safe-organisations

Australian Government Department of Education. My Time, Our Place- Framework for School Age Care in
Australia.V2.0, 2022

Dau, E. (Ed.) (2016). The multi-bias approach in early childhood (2nd Ed.). Frenchs Forest, Australia: Pearson
Education.

Education and Care Services National Law Act 2010. (Amended 2023).

Education and Care Services National Regulations. (Amended 2023)

NSW Department of Education. (2021). Implementing the Child Safe Standards: A guide for early childhood
education and outside school hours care services.

Stonehouse, A. (2012). Relationships with children:

UN General Assembly. (1989). Convention on the Rights of the Child. Simplified version available at
https://www.unicef.org.au/Upload/UNICEF/Media/Our%20work/childfriendlycrc.pdf
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DEALING WITH COMPLAINTS POLICY

Feedback from families, children, educators, staff and the wider community is fundamental in creating an
evolving Out of School Hours (OSHC) Service working towards the highest standard of care and

education.

It is foreseeable that feedback will include divergent views, which may result in complaints. This Policy
details our OSHC Service’s procedures for receiving and managing informal and formal complaints.
Families, children, parents, visitors, students and members of the community can lodge a grievance or
complaint with management in the understanding that it will be managed conscientiously and

confidentially.

NATIONAL QUALITY STANDARD (NQS)

QUALITY AREA 6: COLLABORATIVE PARTNERSHIPS

Supportive
6.1 | relationships
with families

Respectful relationships with families are developed and maintained and
families are supported in their parenting role.

. The expertise, culture, values and beliefs of families are respected and
Parent views

6.1.2 families share in decision-making about their child’s learning and
are respected )
wellbeing.

ollaborative ollaborative partnerships enhance children’s inclusion, learning an
Collaborat Collaborat t h h hildren’ I I d

6.2 partnerships wellbeing.

QUALITY AREA 7: GOVERNANCE AND LEADERSHIPS

Management Systems are in place to manage risk and enable the effective management

7.1.2 . . .
Systems and operation of a quality Service.

Continuous There is an effective self-assessment and quality improvement process in

7.2.1
Improvement place.

EDUCATION AND CARE SERVICES NATIONAL LAW AND NATIONAL REGULATIONS

S. 172 Offence to fail to display prescribed information

S.174 Offence to fail to notify certain information to Regulatory Authority
(2)(b)

12 Meaning of serious incident
84 Awareness of child protection law
149 Volunteers and students

168(2)(o) | Education and care service must have policies and procedures... for dealing with
complaints
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170 Policies and procedures must be followed
171 Policies and procedures to be kept available
172 Notification of change to policies or procedures

173(2)(b) | Requires an approved provider to make the name and telephone number of the person
to whom complaints may be addressed clearly visible at the service

173 Prescribed information to be displayed- education and care service
176 Time to notify certain information to Regulatory Authority
183 Storage of records and other documents

RELATED LEGISLATION

Child Care Subsidy Secretary’s Rules 2017 Family Law Act 1975

A New Tax System (Family Assistance) Act 1999 | Child Care Subsidy Minister’s Rules 2017

Family Assistance Law — Incorporating all related legislation as identified within the Child Care Provider Handbook in
https://www.education.gov.au/early-childhood/resources/child-care-provider-handbook

RELATED POLICIES

CCS Governance Policy Governance Policy

Child Protection Policy Interactions with Children, Family and Staff Policy

Child Safe Environment Policy Payment of Fees Policy

Code of Conduct Policy Privacy and Confidentiality Policy

Dealing with Complaints Policy (Staff) Record Keeping and Retention Policy

Enrolment Policy Respect for Children Policy

. . . R ible P Poli
Family Communication Policy esponsible Ferson Folicy

Student, Volunteer and Visitor Policy

PURPOSE

The Education and Care Services National Regulations requires approved providers to ensure their
services have policies and procedures in place for dealing with complaints (Reg. 168) and take reasonable

steps to ensure those policies and procedures are followed (Reg. 170).

We aim to investigate all complaints and grievances with a high standard of equity and fairness. We will
ensure that all persons making a complaint are guided by the following policy values:

e procedural fairness and natural justice

e code of ethics and conduct

e culture free from discrimination and harassment
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e transparent policies and procedures
e opportunities for further investigation

e adhering to our Service philosophy

PROCEDURAL FAIRNESS AND NATURAL JUSTICE

Our OSHC Service believes in procedural fairness and natural justice that govern the strategies and
practices, which include:

e The right to be heard fairly

e The right to an unbiased decision made by an objective decision maker

e The right to have the decision based on relevant evidence.

SCOPE

This policy applies to children, families, staff, educators, approved provider, nominated supervisor,

students, volunteers and visitors of the OSHC Service.

IMPLEMENTATION
Grievances and complaints can transpire in any workplace. Addressing them appropriately and effectively
is imperative for sustaining a safe, healthy, harmonious and productive-service environment. Our Dealing

with Complaints Policy ensures that all persons are presented with procedures that:

value the opportunity to be heard

e promote conflict resolution

e encourage the development of harmonious partnerships

e ensure that conflicts and grievances are mediated fairly

e aretransparent and equitable

e appropriately handle children exhibiting harmful sexual behaviours
e promote children’s rights, safety and wellbeing

e consider a child’s age, cultural, developmental and additional needs

Our OSHC Service is committed to the National Principles for Child Safe Organisations and adopts a child
safe approach to complaints involving a child or young person. As a child safe organisation, we will
respond promptly and systematically to any concerns, disclosers, allegations or suspicions while fostering

an environment where children feel confident that their safety and wellbeing are paramount.
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DEFINITIONS
Complaint: Expression of dissatisfaction made to or about an organisation related to its products,
services, staff or the handling of a complaint where a response or resolution is explicitly or implicitly

expected or legally required. [AS/NZS 10002:2014 Complaint Management Standard]

Complaints and Grievances Management Register: Records information about complaints and grievances
received at the OSHC Service, along with the outcomes. This register includes documents that must be
securely stored, accessible only to educators and regulatory authority. They can provide valuable
information to the approved provider and nominated supervisor of the Service to ensure

children and family’s needs are being met.

Grievance: A grievance is a formal statement of complaint that cannot be addressed immediately and
involves matters of a more serious nature. A workplace grievance is a complaint raised towards an
employer by an employee due to a violation of legalities (workplace policies, employment contract,

national standards).

Mediator: A person who attempts to assist and support people involved in a conflict to come to an

agreement.

Mediation: An attempt to bring about a peaceful settlement or compromise between disputants through

the objective intervention of a neutral party.

Notifiable complaint: A complaint that alleges a breach of the Education and Care Services National Law
and Regulations, National Quality Standard or alleges that the health, safety or wellbeing of a child at the
Service may have been compromised. Any complaint of this nature must be reported by the approved
provider or nominated supervisor to the Department of Early Childhood Education and Care within 24

hours of the complaint being made — (S. 174[2] [b], Reg. 176[2][b]).

If the approved provider/nominated supervisor are unsure whether the matter is a notifiable complaint,

it is good practice to contact the Regulatory Authority for confirmation. Written reports must include:

details of the event or incident
¢ the name of the person who initially made the complaint
e if appropriate, the name of the child concerned and the condition of the child, including a medical or

incident report (where relevant)
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e contact details of a nominated member of the Grievances Subcommittee (or nominated supervisor)

e any other relevant information.

Written notification of complaints must be submitted using the appropriate forms, which can be found

on the ACECQA website: www.acecqa.gov.au and logged using NQA ITS (National Quality Agenda IT

System).

Serious Incident: An incident resulting in the death of a child, or an injury, trauma or iliness for which the
attention of a registered medical practitioner, emergency services or hospital is sought or should have
been sought. This also includes an incident in which a child appears to be missing, cannot be accounted
for, is removed from the Service in contravention of the Regulations or is mistakenly locked in/out of the

Service premises (Reg. 12).

A serious incident should be documented in an Incident, Injury, Trauma and Iliness Record as soon as
possible and within 24 hours of the incident. The regulatory authority must be notified within 24 hours of
a serious incident occurring at the Service (Reg. 176(2)(a)).

These records are required to be retained for the periods specified in Reg.183.

The approved provider will notify the regulatory authority of any incident where there is a reasonable
belief that physical and/or sexual abuse of a child has occurred or is occurring at the OSHC Service, or any

allegation that sexual or physical abuse of a child has occurred or is occurring at the OSHC Service.

PRIVACY AND CONFIDENTIALITY

Management and educators will adhere to our Privacy and Confidentiality Policy when dealing with
grievances and complaints. However, if a grievance or complaint involves a staff member or child
protection issues, a relevant government agency will need to be informed. (See: Reportable Conduct

Scheme in our Child Protection Policy). Responding to incidents, disclosures and suspicions of child abuse

or harm NSW

CONFLICT OF INTEREST
It is important for the complainant to feel confident in:
e being heard fairly

e an unbiased decision-making process
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Should a conflict of interest arise during a grievance or complaint that involves the approved provider or
nominated supervisor, other management will be nominated as an alternative mediator.

Our OSHC Service may also engage the resources of an Independent Conflict Resolution Service to assist
with the mediation of a dispute. We will ensure that throughout the conflict resolution process the

Services Code of Conduct is be adhered to.

THE APPROVED PROVIDER/ NOMINATED SUPERVISOR/RESPONSIBLE PERSON WILL:

e ensure that obligations under the Education and Care Services National Law and Regulations are met

e ensure educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy
and associated procedure

e ensure the name and telephone number of the person to whom complaints can be made is clearly
visible at the service

e ensure information about our Dealing with Complaints Policy and Dealing with Complaints Procedure
and all appropriate forms are is easily accessible to all families, children, staff, educators, visitors and
volunteers

e treat all grievances and complaints seriously and as a priority

e ensure grievances and complaints remain confidential

e ensure grievances and complaints reflect procedural fairness and natural justice

e ensure people feel safe or comfortable when making a complaint, including children

e ensure educators, staff, volunteers and students are well informed about the different ways children
may express concerns, distress and disclose harm as well as the process for responding to disclosures
from children- including a complaint that alleges a child is exhibiting sexual behaviours that may be
harmful to the child or another child. (ACECQA 2023)

e ensure our complaint handling processes are child-focused providing support and guidance for
children to know who to talk to if they are feeling unsafe

e conduct a review of policies and procedures, where required, following a complaint or grievance as
part of our continuous improvement practices

e provide an induction program for new staff and educators that includes an overview of policies and
procedures, including this Dealing with Complaints Policy and procedure

e ensure the approved provider is notified of all complaints and grievances

¢ acknowledge the complaint or grievance in writing within 2 working days of receipt

e discuss the issue with the complainant within 24 hours of receiving the verbal or written complaint

¢ investigate and document the grievance or complaint fairly and impartially

e provide details of an outcome following an investigation if required.
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The investigation will consist of:

o reviewing the circumstances and facts of the complaint (or breach) and inviting all affected
parties to provide information where appropriate and pertinent.

o discussing the nature of the complaint (or breach) and giving the accused educator, staff
member, volunteer or visitor an opportunity to respond.

o permitting the accused person to have a support person present during the consultation (for
example: Union Representative, HR Representative, lawyer, colleague, friend or family
member. A support person may provide support by taking notes during the meeting,
clarifying questions and allegations made, help formulate responses, engage in discussions
and are more than a passive observer, aid in understanding processes, request breaks and be
an emotional support. A support person cannot represent the employer, speak on their
behalf or advocate for the organisation

o providing the employee with a clear written statement outlining the outcome of the
investigation.

e advise the complainant and all affected parties of the outcome within 7 working days of receiving the
verbal or written complaint

o management will provide a written response outlining the outcome and provide a copy to all
parties involved

o if a written agreement about the resolution of the complaint is prepared, all parties will
ensure the outcomes accurately reflect the resolution

o all written responses will need to cater for complainant to be able to understand such as
spoken language and special needs regarding reading

¢ should management decide not to proceed with the investigation after initial enquiries, a written
notification outlining the reasoning will be provided to the complainant

e keep appropriate records of the investigation and outcome and store these records in accordance
with our Privacy and Confidentiality Policy and Record Keeping and Retention Policy

* monitor ongoing behaviour and provide support as required

e ensure the parties are protected from victimisation and bullying

e request feedback on the grievance or complaint process using a feedback form

e track complaints to identify recurring issues within the Service

e notify the regulatory authority within 24 hours if a complaint alleges the safety, health or wellbeing
of a child is being compromised. Notification must include any incident where there is a reasonable

belief that physical and/or sexual abuse of a child has occurred or is occurring at the OSHC Service or
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any allegation that sexual or physical abuse of a child has occurred or is occurring at the OSHC

Service.

EDUCATORS WILL:

e report all complaints received to the nominated supervisors, and/or approved provider within
required timeframes

e listen to the complainants view of what has happened

e clarify and confirm the grievance or complaint, documenting all the facts prior to the investigation

e encourage and support the complainant to seek a balanced understanding of the issue

e discuss possible resolutions available to the-complainant. These would include external support
options.

e encourage and assist the complainant to determine a preferred way of solving the issue

e record the meeting, confirming the details with the family at the end of the meeting

e maintain confidentiality at all times

e refer complainant (as necessary) to the OSHC Service policies that may assist in resolving the
grievance or complaint

e Dbeinformed about the different ways children can express concerns or distress and disclose harm

e be aware of child protection law and their individual responsibilities as mandatory reporters/notifiers

e ensure children know who to talk to if they are feeling unsafe and know the process that will happen

to support them

If the grievance cannot be resolved, it is to be referred to the nominated supervisor who will

investigate further:

e if appropriate, collect relevant written evidence. This evidence will be treated in strict confidence and
will be held in a secure place

e involve the approved provider or nominated supervisor in the conflict resolution as required

e should it be necessary to interview relevant people concerning the grievance, their involvement
should be kept to the minimum necessary to establish the facts

e third parties providing evidence must also be made aware that the matter is to be kept confidential.

Should the grievance or complaint be lodged against another person(s), these persons will be interviewed
separately and impartially. Individuals must be given the opportunity to respond fully to the allegations
and may have another person present, as a support person, if they wish. If after investigation, it is
concluded that the grievance is substantiated:

e both parties will be told of the decision and the reason for it
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e immediate and appropriate steps will be taken to prevent the grievance from recurring

e if after investigation, it is concluded that the grievance is not substantiated both parties will be
notified of the decision and the reason

e the complainant will be informed that if they are not satisfied with any decision relating to the
grievance procedure that they should consult with an external body for further advice such as the
regulatory authority

e if the grievance or complaint is of a serious nature, or there is a reasonable belief the complaint is
any allegation of sexual or physical abuse the nominated supervisor is responsible to inform the

regulatory authority within 24 hours to The Department of Communities and Justice

COMPLAINTANTS WILL:

e be informed of our duty of care to ensure that all persons are provided with a high level of equity and
fairness in relation to the management of complaints. The complaints procedure ensures a fair
opportunity for all stakeholders to be heard and promotes effective conflict resolution within our
Service

e ensure children are able to express their concerns or allegations to either the management,
educators, and/or families who are encouraged by management to complete the Complaints Form on
the child’s behalf

e attempt to discuss their grievances/complaints with the relevant educator associated with a
particular child and/or family as the first step to resolving the issue, unless it is a reportable offence
to the regulatory authority to be made with 24 hours of complaint

e communicate any concerns they may have in writing addressed to the approved provider or
nominated supervisor [see: Complaints/Grievance Form]

e raise any unresolved concerns with the approved provider or nominated supervisor

e maintain confidentiality at all times

e be provided with details of external agencies to contact should they feel our OSHC Service has not

resolved their concerns (e.g., regulatory authority)

COMPLAINTS RELATING TO THE ADMINISTRATION OF CHILD CARE SUBSIDY

Families who wish to raise concerns regarding the management of Child Care Subsidy should speak with
the nominated supervisor in the first instance. The nominated supervisor will follow the steps as outlined
in this policy, including advising the approved provider of all grievances.

Families can raise concerns regarding management of the Child Care Subsidy to the dedicated Child Care

Tip-Off Line either via phone or email:
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Phone: 1800 664 231

Email: mailto:tipoffline@education.gov.au

COMPLAINTS INVOLVING ALLEGATIONS OF A CHILD EXHIBITING SEXUAL BEHAVIOURS
‘Providers and educators play an important role in making informed professional judgements regarding
sexualised behaviours involving children. Not all sexual behaviour involving children poses a risk to their
safety.” (ACEQA, 2024). The approved provider will ensure:
e educators and staff respond to any complaint that alleges a child is exhibiting sexual behaviours that
may be harmful to the child or another child
e educators and staff assess the need for urgent police and emergency services assistance and inform
the approved provider/nominated supervisor
e the regulatory authority is notified within 24 hours of any complaint alleging that a serious incident
has occurred whilst a child is educated and cared for or complaints alleging that the Law has been
contravened (S.174 (2)(b)).
e educators and staff are aware of the process for responding to disclosures from children as per our
Child Protection Policy (Reg.84)
e educators and staff are aware of their duty of care and mandatory reporting obligations to make a
report to Department of Communities and Justice (DCJ) Child Protection Hotline NSW
e educators and staff have a sound understanding of developmentally appropriate sexual development
in children and sexual behaviour that may be concerning and requires a response
e educators and staff engage in professional learning to promote a consistent and appropriate
approach to identifying and responding to sexual behaviours in children that may include:
o age and developmental capacity of the child/children
o reasons why a child may be behaving in sexually harmful ways
o behavioural history of the child
o how the behaviour impacts the behaviour of other children
o risk the behaviour imposes on others
o vulnerability of the child to be engaging in harmful sexual behaviour
e procedures for supporting all stakeholders during the complaint procedure are implemented
including documenting discussions, ensuring confidentiality and providing information of the
progress of the complaint and access to support agencies as required (See Complaints / Grievance
Procedure and Complaints / Grievance Investigation Guide and Form)

e educators and staff follow guidance from the Traffic Lights Framework to manage the concern or

complaint
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o RED- signals sexual behaviours which indicate immediate intervention and action

o ORANGE- signals sexual behaviour which may be concerning and educators to take notice
and gather information to assess appropriate action

o GREEN- signals sexual behaviours that are ‘normal’ and age appropriate

[Traffic Lights Framework-Age-appropriate Sexual Play and Behaviour in Children]

CONTINUOUS IMPROVEMENT/EVALUATION

Complaints provide our OSHC Service with opportunities for learning and improvement. We encourage
regular and ongoing feedback from staff, children and families and the community. Our OSHC Service is
committed to resolving complaints through prompt investigation, open communication, and transparent
processes. Our Dealing with Complaints Policy will be updated and reviewed annually in consultation

with families, children, staff, educators and management.

To ensure complaints and grievances are handled appropriately, the approved provider/ nominated

supervisor will:

e evaluate each individual complaint and grievance as recorded in the Complaints and Grievance
Management Register to assess that a satisfactory resolution that has been achieved

e review complaints and grievances as recorded in the Complaints and Grievance Management
Register to ensure a pattern of similar grievances is not occurring

e review the effectiveness of the OSHC Service policy and procedures to ensure all complaints and
grievances have been handled fairly and professionally

e consider feedback from staff, educators and families, children and community regarding the policy

and procedure.

CHILDCARE CENTRE DESKTOP- RELATED RESOURCES

Complaints / Grievance Procedure Complaints Grievance Form

Compliant / Grievance Investigation Guide and Complaints / Grievance Management Form

Form Complaints / Grievance Register
SOURCES

Australia Children’s Education & Care Quality Authority. (2024). Guide to the National Quality Framework
Australian Children’s Education & Care Quality Authority. (2023). Using Complaints to support continuous
improvement.

Australian Children’s Education & Care Quality Authority. (2023). Sexualised behaviour involving children.
Australian Government Department of Education. Child Care Provider Handbook (Amended 2023)
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https://www.education.gov.au/early-childhood/resources/child-care-provider-handbook

Australian Human Rights Commission: https://www.humanrights.gov.au

Child Speak. Traffic Lights Framework. Age Appropriate Sexual Play and Behaviour in Children.
Education and Care Services National Law Act 2010. (Amended 2023).

Education and Care Services National Regulations. (Amended 2023).

Fair Work Australia: https://www.fairwork.gov.au/
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WRITING, REVIEWING & MAINTAINING POLICIES POLICY

Under the Education and Care Services National Law and Regulations, an approved provider must ensure
that policies and procedures are in place under regulation 168 and 169. While it is important to have
policies and procedures in an Out of School Hours Care Service, it is equally important that the policies
are regularly reviewed, and amendments made to cater for changes in legislation and researched best

practice, and changes to service procedures that aim to support ongoing quality improvement.
Engagement in regular review of policies and procedures ensure that they align with quality practice

within the Service and are responsive to feedback identified through the service’s risk management and

quality improvement systems. Guide to National Quality Framework, 2017 (amended 2023).

NATIONAL QUALITY STANDARD (NQS)

QUALITY AREA 6: COLLABORATIVE PARTERSHIPS WITH FAMILIES AND COMMUNITIES

Engagement with the Families are supported from enrolment to be involved in the

6.1.1 . . . . .
service service and contribute to service decisions

QUALITY AREA 7: GOVERNANCE AND LEADERSHIP

7.1 Governance Governance supports the operation of a quality service.
711 Service philosophy and A statement of philosophy guides all aspects of the service’s
o purposes operations.

Systems are in place to manage risk and enable the effective

7.1.2 | Management Systems . . .
& y management and operation of a quality service.

Roles and responsibilities are clearly defined and understood
7.1.3 | Roles and Responsibilities | and support effective decision making and operation of the
service.

There is an effective self-assessment and quality improvement

7.2.1 | Continuous improvement .
process in place.

EDUCATION AND CARE SERVICES NATIONAL REGULATIONS

31 Conditions on service approval insurance

55-56 | Quality Improvement Plan

168 | Education and care services must have policies and procedures

170 | Policies and procedures to be followed

171 | Policies and procedures to be kept available

172 | Notification of change to policies or procedures
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PURPOSE

To ensure compliance with the National Quality Framework, our OSHC Service will review our policies
and procedures on an annual basis, or more frequently if required due to changes having occurred within
the Service, or if considered best practice in respect of current research. We aim to work in collaboration
with our educators and families, gathering feedback when updating our policies and procedures to

ensure that the needs of children being educated and cared for are always being met.

SCOPE
This policy applies to children, families, staff, approved provider, nominated supervisor, students,

volunteers and visitors of the OSHC Service.

IMPLEMENTATION

Policies and procedures are an integral part of the documentation required to meet legislative
requirements for all early childhood education and care services. Policies and procedures clearly outline
the processes all staff employed by a service will follow and assist all staff to understand their roles and
responsibilities. They ensure a consistent approach and embedded practice across all operations and

practices of a service and help to inform families how the service operates.

THE APPROVED PROVIDER WILL ENSURE:

e our policies and procedures are underpinned by the My Time Our Place Framework and ECA Code of
Ethics and address the Education and Care Services National Law and National Regulations, National
Quality Standard

¢ all policies and procedures will be made available for families, educators, staff, visitors and students
to view at all times

¢ all policies developed will be made in consultation with educators, staff and families of children
attending the Service

e our educators and staff will ensure that all policies and procedures are reviewed as per the document
review routine, or more often if required (e.g., due to changes in regulations, legislation, and/or
OSHC Service practices). This gives families, educators and staff opportunities to suggest aspects or
areas that may need to be modified or improved.

e each document has a recommended review date stated in the ‘Review’ section of the policy
document and changes are clearly made through version control

e educators, staff, and family members are invited to have input into the policies and procedures at

any time of the year, not only at the scheduled review time for a particular policy
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e policies include clear, simple statements and are presented in a logical format

e procedures include detailed descriptions of how each policy will be implemented within the service
and provide step-by-step instructions to ensure each staff member or any other person can follow in
a particular circumstance

e all policies will be signed, sourced/referenced, and dated at each review and educators and other
staff will continuously seek out relevant new information and research to be included in policies in
order to provide the best possible environment and practices

e policies will be informed by relevant authorities to ensure best practice- e.g.: KidSafe, Cancer Council,
Red Nose

e all stakeholders at the OSHC Service must be informed of any changes to policies. This will occur in
writing and be provided to families, educators, other staff and any other applicable individuals

e families will have the opportunity to revise and help plan policies letters to families discussing the
policy or a draft of the proposed policy and given the opportunity to respond

¢ all policies that are being either reviewed or developed will be displayed on the OSHC Service’s
noticeboard, so that all stakeholders are aware of progress at all times and can be involved in the
review

* all revised/updated policies are included in the Policy Folder/document. Updates will be made to the
Family Handbook, Staff Handbook and other related documents

e policies are accessible to all educators, staff and families and an appropriate translation service is
provided (or online translation software) for policies for families who do not have English as their first

language.

LEGISLATIVE REQUIREMENTS

Out of School Hours Care (OSHC) services must have policies and procedures in place relating to the
categories listed in Regulation 168 of the National Regulations. Services may have additional policies and
procedures dependent upon their unique situation and operation requirements.

In accordance with Regulation 172, the OSHC Service must ensure that parents of children enrolled at the
Service are notified at least 14 days before making any change to a policy or procedure that may have a
significant impact on:

e the Service's provision of education and care to any child enrolled at the service; or

e the family's ability to utilise the Service.

The OSHC Service must ensure that parents of children enrolled at the Service are notified at least 14

days before making any change that will affect the fees charged or the way in which fees are collected.
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If the OSHC Service considers that the notice period would pose a risk to the safety, health or wellbeing
of any child enrolled at the Service, the approved provider must ensure that parents of children enrolled

at the Service are notified as soon as practicable after making a change.

The OSHC Service must ensure that copies of the current policies and procedures are available for
inspection at the Service upon request.
The approved provider must ensure the following Policies are in place (Reg.168):
e Health and Safety
o Nutrition, food and beverages, dietary requirements
o Sun protection
o Water safety-including water safety during any water-based activities
o The administration of first aid
o Sleep and rest for children
e Incident, injury, trauma and illness
e Dealing with Infectious Diseases
e Dealing with Medical Conditions
e Emergency and Evacuation
e Delivery of Children to, and Collection from, education and care service premises
e Excursions
e Safe Transportation of Children
e Safe Arrival of Children
e Child Safe Environment
e Staffing
o Code of Conduct
o Determining the Responsible Person
o Participation of Volunteers and students
* Interactions with Children
e Enrolment and Orientation
e Governance and Management
o Confidentiality of records
e Acceptance and refusal of authorisations
e Payment of Fees

e Dealing with Complaints
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CONTINUOUS IMPROVEMENT
The Writing and Reviewing Policies Policy will be reviewed on an annual basis in conjunction with

children, families, staff, educators and management.

CHILDCARE CENTRE DESKTOP RESOURCES

Notification of change to policy and procedures Policy Evaluation Procedure
form Policy Evaluation Worksheet
SOURCES

Australian Children’s Education & Care Quality Authority. (2012). How to Develop and Update Policies Successfully
(without the stress).

Australia Children’s Education & Care Quality Authority. (2023). Guide to the National Quality Framework.
Education and Care Services National Regulations. (2023).

Revised National Quality Standard. (2018).

REVIEW
POLICY REVIEWED BY [NAME] [POSITION] [DATE]
POLICY REVIEWED DECEMBER 2023 NEXT REVIEW DATE DECEMBER 2024
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CHILD SAFE ENVIRONMENT POLICY

The United Nations Convention on the Rights of the Child (UNCR) outline that children and young people
have a right to be safe and cared for, no matter where they are or who they are with. Children have the
right to be protected from violence, abuse or neglect. When working with children and young people, it is

important to understand children’s rights and needs.

We are advocates for children and have a strong commitment to child safety and establishing and
maintaining a child safe environment. Children’s safety and wellbeing are paramount at our Out of School
Hours Care (OSHC) Service. Our OSHC Service embeds the National Principles for Child Safe Organisations
and promotes a culture of safety and wellbeing to minimise the risk of child abuse or harm to children

whilst promoting children’s sense of security and belonging. [NQF October 2023]

NATIONAL QUALITY STANDARD (NQS)

QUALITY AREA 2: CHILDREN’S HEALTH AND SAFETY

2.2 | Safety Each child is protected.
At all times, reasonable precautions and adequate
2.2.1 | Supervision supervision ensure children are protected from harm and
hazard.
Incident and emergency Plans to effectively manage incidents and emergencies are
2.2.2 | management developed in consultation with relevant authorities,
practiced and implemented.
2.2.3 | Child Protection Management, educators and staff are aware of their roles
and responsibilities to identify and respond to every child at
risk of abuse or neglect.

QUALITY AREA 5: RELATIONSHIPS WITH CHILDREN

. . Responsive and meaningful interactions build trusting
Positive educator to child : . . .
511 . . relationships which engage and support each child to feel
interactions . )
secure, confident and included.

EDUCATION AND CARE SERVICES NATIONAL LAW AND NATIONAL REGULATIONS

S.162A | Child protection training

S.165 Offence to inadequately supervise children

S.166 Offence to use inappropriate discipline

S.167 Offence relating to protection of children from harm and hazards

82 Tobacco, drug and alcohol-free environment

83 Staff members and family day care educators not to be affected by alcohol or drugs
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84 Awareness of child protection law
97 Emergency and evacuation procedures
99 Children leaving the education and care service premises

102AAB | Safe arrival of children policies and procedures

102AAC | Risk assessment for the purposes of safe arrival of children policies and procedures

102B Transport risk assessment must be conducted before service transports child

102C Conduct of risk assessment for transporting of children by the education and care
service
102D Authorisation for service to transport children

102E Children embarking a means of transport—centre-based service

102F Children disembarking a means of transport—centre-based service

103 Premises, furniture and equipment to be safe, clean and in good repair

104 Fencing

105 Furniture, materials and equipment

106 Laundry and hygiene facilities

109 Toilet and hygiene facilities

115 Premises designed to facilitate supervision
122 Educators must be working directly with children to be included in ratios
123 Educator to child ratios- centre based services

136 First aid qualifications

145 Staff record

149 Volunteers and students

155 Interactions with children

162 Health information to be kept in enrolment record
165 Record of visitors

166 Children not to be alone with visitors

167 Record of service’s compliance

168 (h) | Education and care services must have policies- Providing a child safe environment

170 Policies and procedures to be followed
171 Policies and procedures to be kept available
175 Prescribed information to be notified to regulatory authority
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Adventurous (Risky and Nature) Play Policy
Behaviour Guidance: Bullying Policy

Child Protection Policy

Code of Conduct Policy

Cyber Safety Policy

Dealing with Complaints Policy

Delivery of Children to, and Collection from
Education and Care Service Premise Policy
Emergency and Evacuation Policy
Excursion/Incursion Policy

Furniture and Equipment Safety Policy
Injury, Incident, Trauma and Iliness Policy
Interactions with Children, Families and Staff
Policy

Medical Conditions Policy

Nutrition and Food Safety Policy
Photograph Policy

Physical Environment Policy

Privacy and Confidentiality Policy
Probation Induction and Orientation Policy
Recruitment Policy

Safe Arrival of Children Policy

Safe Storage of Hazardous Chemicals Policy
Safe Transportation of Children Policy

Rest Policy

Staffing Arrangements Policy

Student, Volunteer and Visitor’s Policy

Sun Safe Policy

Supervision Policy

Technology Policy

Tobacco Drug Alcohol Free Policy

Water Safety Policy

Work Health and Safety Policy

PURPOSE

Our Out of School Hours Care Service (OSHC) has a legal and ethical responsibility to provide a safe and
friendly environment where all children are respected, valued and encouraged to reach their full
potential. Children’s safety and wellbeing is paramount, and we aim to take all practical steps to protect
children and young people from harm, ensuring a healthy and safe environment. Our OSHC Service
provides children, educators and staff with an environment free from the use of tobacco, alcohol and

illicit drugs.

SCOPE
This policy applies to children, families, staff, students, volunteers, educators, approved provider,

nominated supervisor and visitors of the OSHC Service.

IMPLEMENTATION

Under the Education and Care Services National Regulations the approved provider must ensure that
policies and procedures are in place for providing a child safe environment and take reasonable steps to
ensure those policies and procedures are followed. (Reg. 168, Reg.170). The National Law requires
management to ensure all children being educated and cared for are adequately supervised and every

reasonable precaution is taken to protect children from harm and any hazard likely to cause injury. Our
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focus is to build a child safe environment which is reflected in our Service policies and procedures and

understood and practiced by all children and young people, educators, staff, families, volunteers and

students.

‘Child safety is everyone’s responsibility.” (A guide to the Child Safe Standards. p.26. 2020)
KEY TERMS- DEFINITIONS

Code of Conduct

Disclosure

Information sharing

Mandatory reporter

Mandatory reporting

Together with a code of ethics, the code of conduct helps guide interactions
between management, educators and staff, as well as informing the service

decision-making processes relating to professional standards

The process where a child or young person conveys or attempts to convey that

they are being or have been abused.

Refers to sharing or exchanging information, including personal information
about or related to, abuse in organisational contexts. The terms refer to sharing
information between (or within) organisations, as well as sharing information

with professionals who provide key services for children.

A person who is required to report known and suspected cases of child abuse

and neglect to a nominated government department or agency.

The legislative requirement for selected classes of people to report suspected

cases of child abuse and neglect.

National Principles for Child Safe Organisations

Reportable conduct

Rights of the Child

Wellbeing

Reflect ten child safe standards recommended by the Royal Commission into
Institutional Responses to Child Sexual Abuse and are the vehicle for giving

recommendations relating to the standards.

Certain organisations or entities have legal obligations under Reportable Conduct
Schemes to notify and investigate certain allegations of abuse involving a child,
when the allegation is against someone they employ, engage or contract in

circumstances outlined in the legislation.

Human rights belonging to all children, as specified in the United Nations

Convention of the Rights of the Child.

Sound wellbeing results from the satisfaction of basic needs. It includes
happiness and satisfaction, effective social functioning and the dispositions of

optimism, openness, curiosity, and resilience.
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Working with Children / working with vulnerable people check (WWCC/WWVP)

A notice, certificate or other document granted to, or with respect to a person
under a working with children law. The person has been assessed as suitable to
work with children; there has been no information that if the person worked
with children the person would pose a risk to the children; or the person is not
prohibited from attempting to obtain, undertake or remain in child-related

employment.

Definitions sourced from
ACECQA. (2023). Policy and procedure guidelines. Providing a Child Safe Environment.

NSW Department of Education (2021). Guide to the Child Safe Standards for early childhood education and care and outside schools hours care

services

COMMITMENT TO THE SAFETY OF CHILDREN AND YOUNG PEOPLE (National Principles 1-10)

Our OSHC Service is committed to being a child safe organisation and embeds the National Principles for
Child Safe Organisations, placing the protection of children as a priority of our responsibilities and
obligations. The Child Safe Standards recommended by the Royal Commission provide guidance for our
Service to ensure our policies and procedures, strategies and attitudes, ensure children’s safety is

paramount and that we continue to improve our child safe culture and practices.

Our OSHC Service has a zero tolerance to child abuse, and we are committed to the safety, participation
and empowerment of all children and young people. We ensure all staff, educators, volunteers and
students have undertaken current child protection training and understand their obligations as
mandatory reporters. We promote diversity and tolerance and aim to form equitable and positive
relationships with children. We ensure children and young people participate in decisions affecting them
and listen and respect their suggestions and ideas. We respond to any concerns, disclosures, allegations

or suspicions of harm by reporting to the relevant authorities.

We are committed to diversity and welcome all children and young people regardless of their abilities,

sex, gender or social economic or cultural background.

Our OSHC Service will not tolerate bullying or harassment and our Behaviour Guidance - Bullying Policy
and procedure outlines the preventative strategies and supervision implemented by our Service to deal
with bullying and help protect children. Our priority is to ensure the safety and wellbeing of children and

young people and encourage positive relationships.
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[Primary policies — Behaviour Guidance - Bullying; Code of Conduct; Interactions with Children, Families

and Staff, Photograph]

COMMUNICATION (National Principles 2 and 3)

We aim to build and maintain positive and respectful relationships with children, families, staff and
educators of our OSHC Service and prioritise a child safe environment. We communicate regularly and
clearly with all stakeholders and ensure our policies and procedures are available to staff, educators,
employees, students, volunteers, families and children and young people. (Reg. 170). Our policy folder is
available at the service. We welcome and encourage all stakeholders to share feedback and evaluation of
our policies and procedures through surveys, feedback or discussions with management.

[Primary policies —Child Protection; Code of Conduct; Interactions with Children, Families and Staff]

PARTICIPATION OF FAMILIES, CHILDREN AND YOUNG PEOPLE (National Principle 2)
Our OSHC Service ensures families are always welcome and feel comfortable asking questions on how we
prioritise child safety. We provide a range of opportunities for consultation and collaboration about
decisions about their child’s safety whilst at our Service including:

e policy and procedure review

e child protection

e allegations/grievance procedures

e sun safety

e written authorisations- parenting orders

e code of conduct

e inclusivity and supporting children and young people with diverse needs

We promote a respectful, child safe culture where children and young people’s concerns are always
responded to, and children feel empowered to participate in decisions and provide feedback to
educators and staff. Our OSHC Service provides opportunities for conversations with children and young
people about their rights and encourages children and young people speak up if they are feeling unsafe
or worried. We provide multiple channels for children and young people to lodge complaints, tailoring
these options to their communication preferences based on their feedback. We work individually with
children and young people about the type of support they may require participating in the complaints
procedure.

[Primary policies —Dealing with Complaints; Interactions with Children Families and Staff]

6 Lockhart Shire Council, Childcare Centre Desktop ©2024 — OSHC Child Safe Environment Policy (exc. VIC)



The RockOOSH

CODE OF CONDUCT (National Principles 4 and 6)

Council, educators, staff, volunteers and students will adhere to our Service’s Code of Conduct Policy. Our

Code of Conduct Policy clearly outlines expectations regarding behaviour and describes the principles,

values, and ethical guidelines that guide our staff and stakeholders in their interactions and activities. All

educators and staff members are made fully aware that following breaches of the Code of Conduct and

role responsibilities may result in disciplinary action which may lead to termination of employment.

Individuals can report any concerns they may have about inappropriate actions of any educator, staff,

student or volunteer that involves children or young people to management, ensuring a prompt and

thorough response to maintain a safe and secure environment for all.

We will:

e promote a culture of child safety and wellbeing in all aspects of our Service’s operations

e adhere to our Child Safe Environment Policy, Child Protection Policy at all times

e ensure all staff, educators, volunteers and students have undertaken current child protection
legislation training

e provide adequate and effective supervision of children at all times

e ensure the safe use of online environments

e take reasonable action to protect children and young people for risk of harm

e ensure the service premise is free from the use of tobacco, illicit drugs and alcohol

e Dbe responsible for their own, and others health and safety

e adhere to our Privacy and Confidentiality Policy

e Dbe a positive role model to children and young people

e respect children and young people’s privacy and dignity at all times

e listen and respond appropriately to the views and concerns of children and young people

e report any allegations of child abuse to the approved provider or to relevant authorities

e notify the approved provider and/or the regulatory authority within 24 hours of any serious incident
or complaint as per the National Regulations

e encourage children and young people to ‘have a say’ on issues that are important to them.

Staff, educators, students and volunteers must:

e not discriminate against any child, because of age, gender, cultural background, race, ethnicity or
disability

e not put children or a young person at risk of abuse- refusing food/play, making threats, exposing

children to inappropriate language or material (movies, internet, photos)
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¢ not develop any ‘special’ relationships with children or young people that could be seen as
favouritism such as the offering of gifts or special treatment

e not be under the influence of drugs or alcohol while working; bring alcohol or drugs onto the
premises

e not smoke or vape in or on surrounding areas of the Service.

[Primary policies — Code of Conduct; Privacy and Confidentiality; Probation Induction and Orientation-

Technology; Tobacco, Drug and Alcohol-Free Policy]

RECRUITMENT (National Principle 5)

Our OSHC Service maintains a rigorous and consistent recruitment, screening and selection process to
ensure the best staff members and educators are employed based on skills, qualifications, experience
and suitability for the position available. All staff and educators participate in robust interviews and have
reference checks completed to ensure the applicant’s suitability to the role, previous experiences and

their commitment to child safe values and practices.

All prospective applicants must declare that they do not hold any prohibition notices preventing them
from working with children (Reg 188). The approved provider will verify prohibition notices using the
NQA ITS ‘register search’ tool. Candidates applying for roles such as nominated supervisor or responsible
person must also complete a Compliance History notice. Existing employees are encouraged to disclose

any enforcement actions taken against them.

All staff and educators are provided with a comprehensive induction process which outlines our Code of
Conduct, identifying and responding to child abuse, grievance processes, and work health and safety.
New employees (including the nominated supervisor and staff members), students and volunteers are to
familiarise themselves with the Child Protection Policy to understand the Child Protection Law and their
obligations and mandatory reporting duties to ensure the safety and well-being of children at the service.

[Primary policies- Probation Induction and Orientation Policy; Recruitment]

WORKING WITH CHILDREN CHECK- POLICE CHECKS (National Principle 5)

Working in conjunction with the Child Protection Act and National Regulations, the safety, welfare and
wellbeing of children is paramount within our OSHC Service and community. A Working with Children
Check (WWCQC) is a requirement for people who work in child-related work. It involves a national criminal
history check and a review of findings of workplace misconduct. The result of a Working with Children

Check is either a clearance to work with children and is valid for five years, or a bar against working with
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children. Cleared applicants are subject to ongoing monitoring and relevant new records may lead to the

clearance being revoked.

Management is responsible for the periodic review and maintenance of up-to-date records of employees’
Working with Children Check, including the Working with Children Check number and the date on which

each clearance expires.

Once an employee provides their WWCC clearance, management will verify the clearance to ensure that
is it valid and current. The WWCC will be placed in the individual’s file and continue to be updated as
required. Management will verify all student and volunteer WWCCs prior to placement. Any visitor who
has direct contact with children will be required to provide a WWCC for verification prior to coming into
contact with children (best practice).

The approved provider will keep a record for each day a student or volunteer participates in the Service
including date and hours of participation.

[Primary policy — Child Protection, Recruitment, Staffing Arrangements, Student, Volunteer and Visitor]

CHILD PROTECTION- REPORTABLE CONDUCT SCHEME (National Principle 6)

Children and young people always have a right to be safe and protected. To comply with legislation and
ensure a child safe environment, all educators, staff, volunteers and students are advised of current child
protection law and understand any obligations under the law. Supervision is effective to ensure they

understand that child safety is everyone’s responsibility.

All Council staff (with direct contact of children or young person), educators and staff are mandatory
reporters and have a legal obligation to make reports if they suspect on reasonable grounds, a child is at
risk of significant harm. Neglecting these obligations could potentially be deemed a criminal offence. All
staff are provided with up-to-date training about child protection law and their obligations under this law
and to ensure they are confident in following the reporting guidelines within NSW and adhere to our
Child Protection Policy. (Reg. 84). Management will ensure training and development are provided for all

educators, staff, and volunteers in child protection on an annual basis.
Through continual education and training, educators and staff are equipped with the knowledge, skills

and awareness to keep children safe. Training gives educators and staff confidence to identify, respond

and report child abuse.
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Coordinators or responsible persons in day-to-day charge must complete a course in child protection
approved by the regulatory authority on an annual basis. All staff must refresh their knowledge about

mandatory reporting each year.

To protect children and young people and ensure their safety, welfare and wellbeing, management is
legally required to report allegations or convictions of harm or risk of harm to a child or young person

and child related misconduct by any staff member, educator, volunteer or contractor to the

Our OSHC Service is committed to providing support to children, young people, families, educators or
staff who have made a report regarding child protection, with a focus on upholding strict confidentiality
throughout the process. Our primary concern is the well-being and safety of the child or young person,
and we will work closely with relevant authorities, professionals, and support networks to ensure that the
child or young person's best interests are met throughout the process. Our dedicated support system will
assist educators and staff in navigating this challenging process while safeguarding their privacy and
professional well-being.

[Primary policy — Child Protection]

CHILD PROTECTION- Allegations Against Employees (National Principle 6)

To protect children and ensure their safety, welfare and wellbeing, management is responsive to report
allegations or convictions of child abuse and child related misconduct by any staff member or volunteer
or contractor to the Office of the Children’s Guardian (OCG) (NSW) as part of the Reportable Conduct
Scheme

Our OSHC Service will ensure an appropriate level of confidentiality of information relating to the
reportable allegations as per the Children’s Guardian Act 2019. We take our legislative responsibilities as
part of the Reportable Conduct Scheme seriously and will respond to any reportable allegation or

conviction against employees or volunteers that may arise.

REPORTING AND RESPONDING TO GENERAL COMPLAINTS (National Principle 6)

Feedback from children, families, educators, staff and the wider community is fundamental in creating an
evolving Childcare Service working towards the highest standard of care and education. We ensure
educators, staff, volunteers and students are well informed about the different ways children may
express concerns, distress and disclose harm as well as the process for responding to disclosures from
children- including a complaint that alleges a child is exhibiting sexual behaviours that may be harmful to

the child or another child. (ACECQA, 2023.)
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We aim to investigate all complaints and grievances with a high standard of equity and fairness. Our
OSHC Service believes in procedural fairness and natural justice that govern the strategies and practices,

which include:

e Theright to be heard fairly
e The right to an unbiased decision made by an objective decision maker
e The right to have the decision based on relevant evidence.

[Primary policy — Dealing with Complaints]

PHYSICAL ENVIRONMENT- SUPERVISION AND SAFETY CHECKLISTS (National Principles 5 and 6)
Children’s safety is embedded in our day-to-day practices. We ensure effective and adequate supervision
is provided to children and young people at all times, whilst ensuring educator to child ratios are met at
all times. at all times. Educators will employ ‘active supervision’ strategies within the service environment
and when participating in excursions or transporting children and young people. Consideration will be
made for the different ages and abilities of children and the activities that may require different levels of

supervision.

To ensure compliance with regulations, we will only include educators in the educator to child ratio who
are working directly with the children and ensure a current roster and a sign on/sign off record are
available to verify this. Staff rosters and routines ensure adequate supervision of children is always

provided.

Through conducting risk assessments, we assess and manage risks in the physical environment
collaborating with children to develop behaviour guidelines for play including adventurous play to ensure
their safety. Educators have a sound understanding of their duty of care and responsibilities in ensuring a

child safe environment.

Educators conduct regular safety checks to maintain basic standards of safety within our OSHC Service
venues. We believe that child safety is a shared responsibility at all levels within our OSHC Service.
Children and young people are encouraged to speak up about their safety and the safety of their friends

by telling an educator if they feel unsafe in a particular situation or environment.

Any findings that require attention will be either dealt with immediately or submitted into the

maintenance book depending on priority. The approved provider/ nominated supervisors and Principals
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of primary schools must be notified of any areas that need immediate attention within the OSHC Service
venue.

[Primary policies — Code of Conduct, Supervision, Health and Safety, Staffing Arrangement, Supervision]

RISK ASSESSMENT AND RISK ASSESSMENT TOOL (National Principle 8)

It is a legislative requirement that management, staff and educators implement a risk management
system where they identify and manage hazards and risks within the workplace to ensure a child safe
environment. Strategies are in place to make sure child safety (through the National Principles for Child
Safe Organisations) and Education and Care National Regulations are embedded across our Service. The
key principles of risk management include:

1. ldentifying all hazards or potential hazards in the OSHC Service

2. Assess the risk of harm or potential harm for each hazard

3. Control or manage the risk — Risk Rating Matrix

4. Monitor and improve safety — Risk Assessment Action Plan

5

Evaluate and Review

It is the responsibility of coordinators or responsible persons in day-to-day charge to complete a risk

assessment where children’s safety may be jeopardised and when organising an excursion/incursion.

Children’s safety must be incorporated into everyday practice within the OSHC Service.
Common hazards which may require a risk assessment include:
e cross-infection and infectious disease

e administration of medication

e anaphylaxis procedures and management

¢ building and equipment (including storage)

e inadequate space for conducting activities and experiences
e hazardous chemicals

e electrical appliances

e food preparation and storage

¢ environmental influences such as shade, noise etc

e sun safety

e children’s behaviours

e water safety

e fire equipment

e petsand/or animals
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e inadequate supervision of children

e children’s activities and experiences

e Work Health and Safety such as manual handling
e non-compliance risk

e hotdrinks

e transportation of children (regular outing and regular transportation)
* excursions

e potential emergencies

e natural disasters

e safe arrival of children

e organisation culture (child-safe culture)

e physical contact

e training

e online activities

e electrical devices (photographs/videos)

e privacy and confidentiality

To maintain a child safe environment, all staff and educators will adhere to our OSHC Service policies and
procedures and conduct the following checklist and audits:

[Primary policies — Administration of First Aid; Behaviour Guidance; Child Protection; Code of Conduct;
Emergency and Evacuation; Incident, Injury, Trauma and lliness; Safe Arrival of Children; Safe

Transportation of Children; Sun Safety; Medical Conditions]

EMERGENCY AND EVACUATION PROCEDURES (National Principle 8)
Management will ensure that copies of the emergency and evacuation floor plan is displayed in

prominent positions near each exit of the service premises, including indoor and outdoor learning areas.

All staff and educators are familiar with emergency evacuation procedures and regulatory requirements.
Rehearsals for emergency and evacuation procedures, including lock downs, are conducted at least once
every 3 months. Records will be kept for all rehearsals.

[Primary policy- Emergency Evacuation Policy]

ARRIVAL AND DEPARTURE AUTHORISATION (National Principle 1 and 8)
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Our OSHC Service prioritises children’s safety at all times. Staff and educators will only release children to
an authorised person as named on the child’s enrolment form. Council will request families provide

current court orders, and parenting plans to ensure our records are up to date.

National Regulations require our OSHC Service to keep a record of children and visitor’s arrival and
departures, with the signatures of the person responsible for verifying the accuracy of the record and the

identity of the person collecting the child or young person.

Educators will work in collaboration with our Delivery of children to and Collection from Education and
Care Premises Policy, Safe Arrival of Children Policy and Student, Volunteer and Visitors Policy to promote

a culture of child safety and wellbeing in the OSHC Service.

To ensure children’s safety, educators have a clear understanding of their legal obligation to check
identification when a person is collecting a child. To maintain compliance, parents and educators will
complete an [alternate collection form] if they authorise a person who is not on their emergency contact
form to pick up their child.

[Primary policies - Delivery of children to and Collection from Education and Care Premises; Safe Arrival

of Children’s; Student, Volunteer and Visitors]

ONLINE SAFETY (National Principle 8)

Our OSHC Service is committed to create and maintain a safe online environment with support and
collaboration with children, young people, educators, staff, families and community. Management
ensures anti-virus and internet security systems are installed to block access to unsuitable web sites,

newsgroups and chat rooms.

Our OSHC Service ensures backups of important and confidential data is made regularly and either stored
securely offline, or online. Software and devices are updated regularly to avoid any breach of confidential

information.

Written authorisation is requested as part of the enrolment process for children to use
computers/tablets; have their photo taken and published as part of promotional marketing or on the app

program used by the Service. The identity of a child is not published on any platform.
Personal mobile phones or any personal electronic device are not used to take photos or video of

children at the OSHC Service. Only Service issued electronic devices are used and strict controls are in

place to ensure the appropriate storage and retention of images and video of children.
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Only educational software programs and apps that have appropriate content and have been examined
prior to allowing their use are used in the Service. Children are always supervised using any technology.

[Primary policies — Cyber Safety; Technology; Privacy and Confidentiality, Code of Conduct]

STORAGE OF HAZARDOUS SUBSTANCES (National Principle 8)
We reduce the risk of harm to children and educators by using eco-friendly products. Our OSHC Service
will endeavour to provide a safe environment where necessary chemical and hazardous equipment are

safely stored away from children and handled appropriately.

OSHC management, staff and educators will keep a register of hazardous chemicals used within the

service, including Safety Data Sheets (SDS).

[Primary policies — Safe Storage of Hazardous Chemicals, Administration of Medication]

EQUIPMENT, FURNITURE & MAINTENANCE RECORD (National Principle 8)

There are several factors that can contribute to a hazard, such as a deprived program, insufficient
supervision and dilapidated equipment. To ensure a child safe environment free from hazards, our OSHC
Service has implemented practices and continue to monitor Service policies and procedures that uphold

Australian Safety Standards.

The venue of our OSHC Service, and all equipment and furniture used within the service are audited to
ensure all aspects are safe, clean and in good repair. We understand that hazards are specific to
developmental stages of children. Educators are aware that toys and equipment need to be checked to
ensure they are safe and developmentally appropriate for school aged children from Kindergarten to
Year 6. Regular checks occur within the OSHC Service to ensure that all toys, furniture and equipment are
in good condition and working order.

[Primary policy — Furniture and Equipment Safety Policy]

CONTINUOUS REVIEW (National Principle 9)

To ensure we maintain a culture of continuous improvement, we will ensure our child safe practices are
regularly reviewed, evaluated and improved. We aim to ensure all educators, staff, students and
volunteers understand and effectively implement our policies and procedures to provide a child safe

environment at our OSHC Service.
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We will regularly review and monitor the effectiveness of our child safe policies and procedures and
invite children, staff members, families and communities to contribute to their development.
Any updates or revisions will be communicated to all stakeholders. Our Child Safe Environment Policy will

be reviewed on an annual basis.

CHILD SAFE STANDARDS LEGISLATION/RESOURCES

The Children’s Guardian Amendment (Child Safe Scheme) Bill 2021 came into effect on 1 February 2022
requiring organisations who work with or provide services to children to implement the NSW Child Safe
Standards. Compliance and enforcement measures under the Children’s Guardian Act commenced from
1 February 2023.

Children’s Guardian Act 2019

Children’s Guardian Amendment (Child Safe Scheme) Bill 2021
Office of the Children’s Guardian Child Safe Self-Assessment

Office of the Children’s Guardian. Child Safe Standards

CHILDCARE CENTRE DESKTOP - RELATED RESOURCES

Child Safe Environment Commitment Statement | Child Safe Environment Procedure
Child Safe Standards Checklist
Child Safe Risk Assessment

SOURCES

ACECQA. (2023). Policy and procedure guidelines. Providing a Child Safe Environment.

ACECQA. (2023). Embedding the National Child Safe Principles.

Australian Children’s Education & Care Quality Authority. (2024). Guide to the National Quality Framework
Australian Children’s Education & Care Quality Authority. (2024). National Model Code for Early Childhood
Education and Care.

Australian Government Department of Education. My Time, Our Place- Framework for School Age Care in
Australia.\V2.0, 2022

Australian Human Rights Commission (2020). Child Safe Organisations. https://childsafe.humanrights.gov.au/
Child Protection (Working with Children) Act 2012

Children’s Health and Safety — An analysis of Quality Area 2 of the National Quality Standard

Department of Education NSW Providing a child safe environment

Education and Care Services National Law Act 2010. (Amended 2023).

Education and Care Services National Regulations. (Amended 2023).

NSW Department of Education (2021). Guide to the Child Safe Standards for early childhood education and care
and outside schools hours care services

NSW Government Office of the Children’s Guardian A guide to the Child Safe Standards. (2020).

United Nations Convention of Rights of the Child, (1989). (UNCRC)

Work Health and Safety Act, (2011).
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https://ocg.nsw.gov.au/child-safe-scheme/why-we-have-child-safe-standards
https://www.acecqa.gov.au/sites/default/files/2023-08/PolicyGuidelines_ProvidingAChildSafeEnvironment_2.pdf
https://www.acecqa.gov.au/sites/default/files/2023-08/InfoSheet_EmbeddingTheNationalChildSafePrinciples_1.pdf
https://www.acecqa.gov.au/sites/default/files/2024-03/Guide-to-the-NQF-web.pdf
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https://childsafe.humanrights.gov.au/
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https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/working-in-early-childhood-education/media/documents/Guide_Child_Safe_Standards.pdf
https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/working-in-early-childhood-education/media/documents/Guide_Child_Safe_Standards.pdf
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REVIEW
POLICY REVIEWED BY | Virginia Jones Farly Childhood Support | 15 ) /¢
Officer
POLICY REVIEWED NEXT REVIEW DATE | NOVEMBER 2026
VERSION NUMBER
MODIFICATIONS
POLICY REVIEWED PREVIOUS MODIFICATIONS NEXT REVIEW DATE
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SUPERVISION POLICY

Supervision is an integral part of the whole care and education experience. “At its most basic level,
supervision helps to protect children from hazards or harm that may arise in their daily experiences in
play, interactions with others, and daily routines.” (Victoria Department of Education and Training, 2010,
p.1). Effective supervision allows educators to actively engage in play and leisure opportunities that are

meaningful to children and support their wellbeing, development and learning.

NATIONAL QUALITY STANDARDS (NQS)

QUALITY AREA 2: CHILDREN’S HEALTH AND SAFETY

management

2.2 | Safety Each Child is protected.

291 | Supervision At all times, reasonable precautions and adequate supervision
h P ensure children are protected from harm and hazard.

2.2.2 | Incident and emergency | Plans to effectively manage incidents and emergencies are

developed in consultation with relevant authorities, practiced and
implemented.

EDUCATION AND CARE SERVICES NATIONAL LAW AND REGULATIONS
S.165 Offence to inadequately supervise children
S.167 Offence relating to protection of children from harm and hazards
S.174 Offence to fail to notify certain information to Regulatory Authority
100 Risk assessment must be conducted before an excursion
101 Conduct of risk assessment for excursions
102C(2)(g) | Supervision during transportation
102E Children embarking a means of transport- centre based service
102F Children disembarking a means of transport- centre based service
115 Premises designed to facilitate supervision
120 Educators who are under 18 to be supervised
121 Application of Division 3
122 Educators must be working directly with children to be included in ratios
123 (1) (d) | Educator to child rations-Centre based services
168 Education and care service must have policies and procedures
176 Time to notify certain circumstances to Regulatory Authorities
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RELATED POLICIES

Administration of Medication Policy Handwashing Policy
Adventurous Play Policy Incident, Injury, Trauma and lliness Policy
Child Safe Environment Policy Toileting Policy
Code of Conduct Policy Physical Environment Policy
Cyber Safety Policy Road Safety Policy
Delivery of Children to, and collection from Safe Transportation Policy
Education and Care Service Premises Sleep and Rest Policy
Emergency Evacuation Policy Water Safety Policy
PURPOSE

Out of School Hours Care (OSHC) educators have a duty of care to ensure children are actively supervised
at all times, maintaining a safe and secure environment adhering to Education and Care National Law and
National Regulations. Supervision for children in OSHC requires educators to cater for a wide range of
ages and abilities and requires flexibility and organisation to ensure thoughtful design and arrangement
of children’s environments, assists in the prevention and severity of injury to children. Effective
supervision of children provides educators with the opportunity to support and build on younger

children’s play experiences whilst supporting older children’s independence.

Educators will actively supervise children, identifying risks and taking all necessary steps to prevent or
minimise injury in a range of situations including, transitioning children between school and the Out of
School Hours Care (OSHC) Service and whilst transporting children to and from the OSHC Service.
Effective supervision of children provides educators with the opportunity to support and build on
children’s play experiences. Our Service will ensure no child or children are left alone with a visitor,

student or volunteer.

SCOPE
This policy applies to children, families, staff, educators, approved provider, nominated supervisor,

students, volunteers and visitors of the OSHC Service.

IMPLEMENTATION
Our OSHC Service caters for children of different ages and abilities requiring educators to consider a
variety of different supervision strategies. Younger children require closer supervision, whilst educators

need to be respectful of older children’s developing independence and autonomy.
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THE APPROVED PROVIDER/ NOMINATED SUPERVISOR/ RESPONSIBLE PERSON WILL:

e ensure obligations under the Education and Care Services National Law and National Regulations are
met

e ensure educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy
and associated procedure

e ensure all new employees, students and volunteers are provided with a copy of this policy as part of
their induction process

e ensure that the premises and facilities are designed and maintained to facilitate adequate
supervision of children at all times while maintaining the rights and dignity of all children

e notify the regulatory authority of any serious incident or complaints alleging the safety, health or
wellbeing of children has been compromised within 24hours of the incident or the time that the
person becomes aware of the incident or complaint. This includes if an ambulance was call in
response (not as a precaution) to the incident, situation or event

e notify parents as soon as practicable but within 24 hours if their child is involved in a serious
incident/situation at the OSHC Service or whilst under the care of the OSHC Service. Details of the
incident/situation are to be recorded on the Incident, Injury, Trauma and lllness Record

e ensure educators under eighteen years of age (18) are adequately supervised by an educator over
the age of 18 at all times and are not left alone with children at any time

e ensure students, volunteers and/or visitors are never left alone with a child whilst at the OSHC
Service under any circumstance

e minimum educator qualification requirements are recognised and adhered to according to legislative
requirements

e the OSHC Service maintains the required educator-to-child ratio for children over preschool age- 1:15

e ensure that all educators are aware of where children are at all times and monitor the environment
closely

e ensure educators are able to respond to any situation immediately, particularly if a child is distressed
or in a hazardous situation

e develop and maintain rosters that ensure continuity of care and adequate supervision at all times
when children are in attendance at the OSHC Service including:
o visiting and returning from children’s toilets
o transported to and from the OSHC Service premises (see: Safe Transportation Policy)
o transported in a vehicle/bus as part of an excursion
o transitioned between the OSHC Service and school grounds and

o during excursions and outings (including Vacation Care)
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e ensure a staff member or nominated supervisor is present at the Service to account for children
when they embark and disembark the vehicle at the OSHC Service presmises (Regulation 102E and
102F)

e ensure flexibility of supervision to provide for educators to supervise individual children or small
groups of children

e guide and mentor educators to ensure a range of strategies are used to provide effective supervision
such as regular head counts and attendance checks

e respect children’s age and developing independence and need for privacy when providing
supervision for children in the OSHC setting

e conduct risk assessments and plan ongoing supervision taking into consideration the layout of the
premises and grounds, any higher risk activities, the presence of any animals, the location of activities
and the location of bathroom facilities. The supervision plan and strategies will be displayed for
families in all rooms and in the outdoor area.

e develop, maintain and regularly review a supervision plan and strategies for both the indoor and
outdoor areas, which will support educators to position themselves effectively to allow them to
observe the maximum area possible

e ensure educators employ ‘active supervision’ strategies at all times

e ensure educators avoid activities or actions that will distract them from supervision, such as speaking
to other educators for long periods of time, taking personal phone calls, checking mobile phones or
smart watches or administrative tasks

e ensure educators are aware if they need to move away from children, another educator is to replace
them

e ensure educators are positioned allowing them to watch the maximum area possible

e ensure educators move around the environment to observe the maximum area and to avoid standing
with their back to children or talking with other educators

e adopt accepted best practice, ensuring no staff member is left alone with a child to support child
protection protocols

¢ inthe event of a child missing or unaccounted for, the Missing Child Procedure is followed, including
notification to the regulatory authority within 24 hours of a serious incident. See Incident, Injury,
Trauma & lllness Policy

e ensure that a Risk Assessment and a Management Plan is carried out before an authorisation is
requested for an excursion. The risk assessment will consider and identify the number of adults

required to ensure continuous adequate supervision throughout the excursion
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e conduct risk assessment to determine how children are supervised while being transported and

whether additional adults are required during transportation.

EDUCATORS WILL:

e monitor and maintain staff to child ratios to ensure adequate supervision of children

e have a sound understanding of their duty of care and responsibilities in ensuring children are within a
safe environment

e communicate and collaborate with others to ensure the effective supervision of children within the
OSHC Service

e alert other colleagues if they need to leave an area for a particular reason to ensure continuous
supervision of children (e.g., to obtain resources, visit the bathroom)

e adhere to a supervision plan and strategies for both the indoor and outdoor environment, assisting
colleagues to position themselves in order to effectively supervise children’s play. The supervision
plan will include the floor plan of the OSHC Service and include the location of activity areas and the
closest bathroom facilities for boys and girls

e respect children’s age and need for independence when actively supervising children in the OSHC
setting- (younger children will require closer supervision than older children)

e implement vigilant supervision strategies for hygiene requirements including:

o regular handwashing
o cough and sneeze routines- using disposable tissues and handwashing

¢ inform new and relief educators about supervision arrangements, outlining their supervision
responsibilities

e regularly evaluate the efficiency of the supervision plan and update as required

¢ inthe event of a child missing or unaccounted for, the Missing Child Procedure is followed. (See
Incident, Injury, Trauma & lliness Policy)

e ensure any educators under the age of 18 years old are never left alone with children

e ensure students, volunteers and/or visitors are never left alone with children

e ensure that at least one other educator is within sight when working with children or if it is necessary
to assist a child to change their clothes

e arrange the environment to balance supervision of children’s needs depending on age, ability and
activities

e emphasis for supervision will be on open playgrounds, risky play opportunities and doors during

arrival and departure times
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e communicate with each other about their location within the environment and any relevant
information about supervising individual children to ensure their needs are met

* maintain correct ratios adhering to the Education and Care National Regulations throughout the
education and care environment

e ensure that all children are in sight or hearing of educators at all times

e ensure that children are supervised by an educator or accompanied by an older child when going to
the bathroom at the OSHC Service

e ensure that hazardous equipment and chemicals are inaccessible to children

e scan the environment during interacting with individuals or small groups

e continuously scan and look around the area to observe all the children in the vicinity.

e implement correct supervision strategies and not perform other duties while responsible for the
supervision of children

e listen closely to children whilst supervising areas that may not be in a direct line of sight noticing
changes in volume or tone of voice

e plan for a mixture of activities to allow for appropriate supervision of groups of children

e provide effective and adequate supervision when children are transported in a vehicle at all times
(see Safe Transportation Policy and Road Safety Policy)

e employ a variety of methods to account for all children including checking children’s name on

attendance records and conducting headcounts and recording the date and time of all checks

CONSIDERATION WILL BE GIVEN TO THE DESIGN AND ARRANGEMENT OF CHILDREN’S

ENVIRONMENTS TO SUPPORT ACTIVE SUPERVISION BY:

e using supervision skills to recognise areas of risk therefore reducing the potential for injury or
incident to children and adults

e providing direct, constant and proximal monitoring to children undertaking activities that involve
some risk and recognising when the ratio of educators to children needs to be increased- (e.g.:
carpentry, water activities, climbing)

e guiding educators to make decisions about when children’s play and games neede to be interrupted
and redirected

e supporting educators with specific strategies such as positioning, peripheral vision and monitoring
children’s arrival and departure from the OSHC Service

e providing consistent supervision strategies when the OSHC Service requires relief educators.
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CONTINUOUS IMPROVEMENT/REFLECTION
The Supervision Policy will be reviewed on an annual basis in conjunction with children, families,

educators, staff and council.

CHILDCARE CENTRE DESKTOP - RELATED RESOURCES

Child Safe Environment Procedure Safe Transport Pick-up and Drop-off checklist

Direct Supervision sign in/ sign out sheet | Supervision Audit

Risk Assessment Guide and Procedure Supervision Guidelines and Procedure
Transportation Risk Assessment Management Plan

SOURCES

Australian Children’s Education & Care Quality Authority. (2023). Active Supervision: Ensuring safety and promoting
learning.

Australian Children’s Education & Care Quality Authority. Children’s Health and Safety. An analysis of Quality Area 2
of the National Quality Standard. Occasional Paper 2. (2016).

Australian Children’s Education & Care Quality Authority. (2023). Guide to the National Quality Framework.
Australian Government Department of Education.(2022). My Time, Our Place- Framework for School Age Care in
Australia.V2.0.

Early Childhood Australia Code of Ethics. (2016).

Education and Care Services National Law Act 2010. (Amended 2023).

Education and Care Services National Regulations. (Amended 2023).

Victoria Department of Education and Training. (2012). Supervision [Practice Note 12]:

REVIEW
POLICY REVIEWED BY | [Virginia Jones Early Childhood 13/2/25
Support officer
POLICY REVIEWED NEXT REVIEW DATE APRIL 2026
MODIFICATIONS
POLICY REVIEWED PREVIOUS MODIFICATIONS NEXT REVIEW DATE
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RESPONSIBLE PERSON POLICY

As per Education and Care Services National Law and Regulations, a responsible person must be
physically in attendance at all times that the Out of School Hours Care (OSHC) Service is educating and

caring for children.

Approved providers are responsible for appointing a responsible person who is aged 18 years or older, has
adequate knowledge and understanding of the provision of education and care to children, and has an

ability to effectively supervise and manage an education and care service (ACECQA, 2017).

NATIONAL QUALITY STANDARD (NQS)

QUALITY AREA 4: STAFFING ARRANGEMENTS

Staffing arrangements enhance children's learning and

4.1 Staffing Arrangements development

The organisation of educators across the service supports

G el children's learning and development

Every effort is made for children to experience continuity of

4.1.2 | Continuity of staff educators at the service

Management, educators and staff are collaborative,

2 fessi i .
4 PSS! respectful and ethical.

Management, educators and staff work with mutual respect
4.2.1 | Professional collaboration | and collaboratively, and challenge and learn from each other,
recognising each other’s strengths and skills

Professional standards guide practice, interactions and

4.2.2 | Professional standards ) .
relationships.

QUALITY AREA 7: GOVERNANCE AND LEADERSHIP

7.1 Governance Governance supports the operation of a quality service

Roles and responsibilities are clearly defined, and
7.1.3 | Roles and responsibilities | understood, and support effective decision making and
operation of the service.

EDUCATION AND CARE SERVICES NATIONAL LAW AND NATIONAL REGULATIONS
S. 162 Offence to operate education and care service unless responsible person is present
S.162A Persons in day-to-day charge and nominated supervisors to have child protection
training
S. 169 Offence relating to staffing arrangements
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S. 173 Offence to fail to notify certain circumstances to Regulatory Authority
117A Placing a person in day-to-day charge
1178 Minimum requirements for a person in day-to-day charge
117C Minimum requirements for a nominated supervisor
150 Responsible Person
168 Policies and Procedures
173 Prescribed information to be displayed
174 Time to notify certain circumstances to Regulatory Authority
177 Prescribed enrolment and other documents to be kept by approved provider

RELATED POLICIES

Code of Conduct Policy Respect for Children Policy

Health and Safety Policy Staffing Arrangements Policy

Interactions with Children, Family and Staff Policy | Supervision Policy

Privacy and Confidentiality Policy Work Health and Safety Policy
PURPOSE

Our OSHC Service is committed to meeting our duty of care obligations under the Education and Care
Services National Law and National Regulations to ensure a responsible person is always physically on the
premises and to ensure the health, safety, wellbeing, learning, and development of all children at the

Service is maintained at all times.

SCOPE
This policy applies to children, families, staff, educators, approved provider, nominated supervisor,

students, volunteers and visitors of the OSHC Service.

DEFINITIONS OF RESPONSIBLE PERSON

NAME DEFINITION

A person who holds a provider approval and has primary legal responsibility
Approved provider under the National Law and National Regulations to ensure good
governance and management of the service.
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A person, over the age of 18, with responsibility for the day-to-day

management of an approved service. The nominated supervisor has a range

Nominated supervisor — . .
P of responsibilities under the Law and Regulations that govern the operation

of education and care services.

A person, over the age of 18, who is physically at the Service and has the
Person in day-to-day | role of nominated supervisor or duly appointed person. The responsible
charge person has consented to be placed in day-to-day charge of the Service but
(PIDTDC) does not take on the responsibilities of the nominated supervisor rather
they ensure the consistency and continuity in practices.

IMPLEMENTATION

Our OSHC Service will ensure a responsible person will be on the premises at all times, and the details of
the responsible person will be clearly visible to families and visitors at the main entry of the OSHC
Service. A record of the responsible person will be documented each day via the Responsible Person

Register.

If the responsible person leaves the premises, they will ‘hand over’ obligations for the role to another
duly appointed person at the OSHC Service. It is vital that all handovers to a designated responsible
person are documented when commencing this position throughout the day via the responsible person
record. The process for determining the responsible person will be clear to all educators and staff, and
procedures will be followed at all times. Both the outgoing and incoming responsible persons will ensure
the displayed name of the current responsible person at the OSHC Service correctly reflects who

presently holds the position.

Our OSHC Service will have one responsible person present at all times when caring for and educating
children.

A responsible person can be:

e the approved provider or a person with management or control

e anominated supervisor, or

e aperson in day-to-day charge of the service (PIDTDC)

THE APPROVED PROVIDER WILL ENSURE A RESPONSIBLE PERSON:

e isappointed and physically on the premise at all times children are being educated and cared for
e isoverthe age of 18 years

e meets the minimum requirements for qualifications, experiences and management capabilities

e holds avalid and current Working with Children Check
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e has completed approved child protection training and is aware of the reportable conduct scheme

¢ has knowledge and a commitment to the National Principles for Child Safe Organisations

e has adequate knowledge and understanding of the provision of education and care to children, the
Education and Care National Law and Regulations and National Quality Standard, the approved
framework for school age care- My Time, Our Place (MTOP), Family Assistance Law and
administration of CCS

e has the ability to effectively supervise and manage an education and care service

e s afit and proper person (as per regulatory authority conditions)

¢ has evidence of completing an approved diploma level education and care qualification or higher is
considered as a requirement or ‘actively working towards” an ACECQA approved qualification
(Recommended but not compulsory)

e provides references including their current and previous employers. These will be checked, and
records kept on file

e provides written consent for the position of responsible person and this is filed in staff records (not
required if the approved provider is the responsible person)

e isremoved from the position, if the approved provider deems the individual is no longer considered

to meet the fit and proper requirements.

THE APPROVED PROVIDER/NOMINATED SUPERVISOR/RESPONSIBLE PERSON WILL ENSURE:

e educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy

e families are aware of this Responsible Person Policy

e the regulatory authority is notified 7 days prior to a nominated supervisor starting at the OSHC
Service or within 14 days after the person has commenced the role through NQA IT System

e the regulatory authority is notified if the nominated supervisor changes their name or contact details;
is no longer employed by the OSHC Service, has been removed from the role or withdraws their
nomination

e the regulatory authority is notified of the suspension or cancellation of a Working with Children Card
or other disciplinary proceedings held against them under an education law of a participating
jurisdiction action of a nominated supervisor

e aresponsible person will be removed from the position should management become aware of a
matter or incident which affects the ability of the person to meet the minimum requirements of the
position

e the staff register has the name of the responsible person at the Service for each time children are

being educated and cared for by the Service
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e aresponsible person is on duty from the time the Service opens each day until the time the Service
closes
e ensure that the identity of the responsible person on duty is displayed in the main entrance of the
Service and is easily visible for families and visitors
e the PIDTDC interchanges with the nominated supervisor in their absence
e theindividual’s compliance history is taken into account prior to appointing the nominated
supervisor or responsible person including compliance with:
o the National Law
o aformer education and care services law
o achildren’s services law
o an education law
e they consider any decision under the National Law, or any other children’s services or education law,
to refuse, refuse to renew, suspend, or cancel a licence, approval, registration, certification or other
authorisation granted to the person prior to appointing a nominated supervisor
e documentation is recorded that demonstrates the individual’s capacity to supervise and manage the
service, this may include:
o a Supervisor Certificate (including any conditions of the certificate)
o resume detailing work history
o reference from previous employer, or
o transcripts of courses or unit relating to staff management or administration of an education
and care service
e responsible persons are aware that they have to sign off when they have finished their duty and will
ensure the nominated supervisor or appointed responsible person (PIDTIC) will sign on and take on
the role
e astaff record is kept recording
o the full name, address and date of birth of the responsible person/nominated supervisor;
o evidence of relevant qualifications
o if applicable, evidence that the responsible person/nominated supervisor is actively working
towards that qualification
o evidence of any approved training (including first aid training and child protection training)
o verification of a Working with Children Check — identifying number and expiry date

o written consent for the position of responsible person.
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A NOMINATED SUPERVISOR/APPOINTED RESPONSIBLE PERSON WILL:

e provide written consent to accept the role of responsible person/nominated supervisor

e sign their name and hours of responsibility on the Responsible Service Register

e ensure that the identity of the responsible person on duty is displayed in the main entrance of the
Service and is easily visible for families and visitors

e inform management (approved provider/nominated supervisor) in a timely manner in the event of
absence from the Service due to leave or illness so they can be replaced by another responsible
person

e ensure they have a sound understanding of the role of responsible person

e abide by any conditions placed on the responsible person

e understand that a responsible person placed in day-to-day charge (PIDTIC) of the Service does not
have the same responsibilities under the National Law as the nominated supervisor

e inthe case of nominated supervisor, notify the regulatory authority within 7 days of any changes to
their personal situation, including a change in mailing address, circumstances that affect their status
as fit and proper (such as the suspension or cancellation of a Working with Children Check card or
teacher registration), or if they are subject to disciplinary proceedings

e notify management at the OSHC Service in writing, if they wish to withdraw their consent to be a
responsible person

e responsible person appointments will be recorded on the Staff Roster, so all educators and staff are
aware of who is appointed responsible person at all times the service is open

e the nominated supervisor will advise educators and staff the educators who have been appointed as

a responsible person.

CONTINUOUS IMPROVEMENT/REFLECTION
Our Responsible Person Policy will be reviewed on an annual basis in consultation with children, families,

staff, educators and management.

CHILDCARE CENTRE DESKTOP - RELATED RESOURCES

Responsible Person Procedure Responsible Person Register
Responsible Person Offer and Acceptance Routine Checklist - Responsible Person
SOURCES

Australian Children’s Education & Care Authority. (2017). Responsible Person Requirements for Approved Providers

Australian Children’s Education & Care Authority. (2018). Nominated Supervisors.
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https://www.acecqa.gov.au/sites/default/files/2018-09/ResponsiblePersonRequirements.pdf
https://www.acecqa.gov.au/sites/default/files/2018-03/InformationSheetNominatedSupervisor.pdf

The RockOOSH

Australian Children’s Education & Care Quality Authority. (2024). Guide to the National Quality Framework.
Education and Care Services National Law Act 2010. (Amended 2023).
Education and Care Services National Regulations. (Amended 2023).

POLICY REVIEWED BY | Virginia Jones Early Childhood Support Officer 13/2/25

POLICY REVIEWED NEXT REVIEW DATE OCTOBER 2026

VERSION NUMBER

MODIFICATIONS

POLICY REVIEWED PREVIOUS MODIFICATIONS NEXT REVIEW DATE
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